











Recently announced —and 

getting enthusiastic acceptance 

everywhere! Secretaries love this ALL- 

NEW Smith-Corona ‘'Eighty-Eight’’ for its 

brand new, tireless “touch” and effortless action. Two added 

keys, four extra characters now — making 88 characters in all. 

Plus many other new features, exclusive features—for increased 
speed, greater office efficiency and perfect writing results. 


And this is the Smith-Corona 
Carbon-Ribbon Typewriter... another brand new model! 


The Carbon-Ribbon “write” is really some- 
thing to see. Crisp, clean, print-like letters. 
Perfect for special correspondence, reports, 
and for reproduction by offset, photolith, 
etc. Carbon-Ribbon and fabric ribbon are 
interchangeable, easily and quickly. 


Smith - Corona Inc Syracuse 1 N Y Canadian factory and offices: Toronto, Ontario. Makers also of famous 
Smith-Corona Portabie Typewriters, Adding Machines and Cash Registers, Vivid Duplicators, Ribbons and Carbons 
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Invincible Modernaire Suites 





put your executives “up front” 
New! 


Suites or singles...Invincible is ete ME Modernaire 
3 ways better for private offices! Bookcase. 


- : Top is linoleum 
Excitingly beautiful . . . any executive will appre- covered to match 


ciate the handsome, prestige-building design — the cee hig - 

warm, yet business-like appearance of his Invincible. I are fornished. 

equipped office. a Available with or 
e ¥ PO RI, ithout 

Amazingly efficient . . . Countless work-saving con- nat sliding —_ 

venience features give you better morale, greater 

Output from your key men. 


Outstandingly economical... Top 

quality materials and super-rugged 

construction assure you enduring 

beauty and uninterrupted service. : New! 

Whether you’re planning new ex- 

ecutive offices or just remodeling, 

insist on Invincible... the line that’s 

: : “spa Stand. 
designed for better business living. ! 
: incibl d al d: o Linoleum top 

See your Invincible dealer today! cnn: dade. dd 
justable, non-rust 
glides on base 
can be set to level 
stond... 
eliminate rocking 
and vibrating. 


Modernaire 
Telephone 


Invincible Metal Furniture Co. © Manitowoc, Wis. 
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A big help in 
a branch office 


@ We know what goes on in branch 
offices—have 93 of them. Lots of 
detail, for a small staff. A postage 
meter is a big convenience and a time 
saver. Now, even the smallest branch 
office can afford one. 


@ With the DM, you get rid of lick-and- 
stick postage. And no need to make 
frequent trips to the postoffice. You print 
postage as you need it, directly on the 
envelope — always have the right stamp, 
for any kind or weight of mail. Postage 
for parcels is printed on special tape. 
And there’s a built-in moistener for 
sealing envelope flaps. Getting out the 
mail takes a lot less time! 


@ The meter stamp has a dated 
postmark, needs less dispatching time 
in the postoffice. And you can print your 
own small ad with the stamp, if you like. 


@ Postage in the meter is protected from 
loss, misuse, spoilage. And anybody in 
your office can operate the meter. 


@ Ask the nearest PB office for a demon- 
stration. Or send coupon for free booklet. 


FREE: Handy chart of Postal Rates 
with parcel post map and zone finder. 


= PITNEY-BOWES 
Postage 
Meter 


Offices in 93 cities 
in U.S. and Canada 


Pitney-Bowes, Inc 

3486 Pacific St., Stamford. Conn 
Please send free —] DM booklet, 1 chart to: 
Name. 





Address 
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OFFICE MANAGEMENT 


IN GOVERNMENT 





Philadelphia’s Forms Control and 
Records Management Program 


From the annual report of Philadelphia’s Department of Records, Marshall L. Shepard, 
Commissioner; J. Lilienfeld, Chief, Forms Control & Records Services Divisions. 


office of Reeorder of Deeds (abol- 
ished) were integrated under the 
Department of Records, an office created 
by the Philadelphia Home Rule Charter. 
To achieve greater working efficiency 
and to bring all administrative offices 
and personnel into a central location, 
the Department of Records was moved 
from the 4th floor of City Hall to new 
quarters on the ground floor. The fune- 
tions of the expanded Department of 
Records may be divided into two broad 
categories, those prescribed by the 
Philadelphia City Charter and_ those 
prescribed by state legislation. 
According to the charter, preparation 
of standards and specifications relating 
to all phases of municipal records is a 
major departmental funetion. Control 


Pez October, the functions of the 


hee | 
aad iY ey 


is thus exercised over forms review and 
design; printing materials; printing 
methods and equipment; filing systems 
and records management; procedures 
for reeords disposition and archival 
preservation. 

The archival functions of the depart- 
ment, under the supervision of the city 
archivist, include the collection of ree- 
ords, classification on the basis of his- 
torical, administrative, legal, or cultural 
evaluation, and suitable preservation of 
records deemed valuable. 

Municipal records, rules and regula- 
tions are made available to city officials 
and the general public. The department 
advertises proposed regulations and 
rules so that persons affected may re- 
quest a hearing. A record reference 
center is maintained in which city doeu- 


Oy oe Sy 


Philadelphia's records management personnel conferring on choice of special filing equipment. 


L. to r.: 
Services Div.; 


records examiner; John Lane, 
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Barbara Cowley, recording secretary; Jack Lilienfeld, chief, Forms Control & Records 
Leonard Parkinson, assistant chief, Records Services Div.; 
Dorothy Goodman and Annette Smith, 


Catherine Ivers, senior 
records examiners. 





Making Photostats 
of deeds in Phila- 
delphia. 


ments are stored under controlled at- 
mospherie conditions and made swiftly 
available to inquiry. 

The permanent recording of deeds, 
mortgages and other instruments con 
cerned with title to real estate, commis 
sions of public officials, notaries public, 
ete., is a function prescribed by the state 
legislature. The department 
certified copies ol 


prepares 


instruments, makes 


available records for entry of satistae 


tion of liens, collects fees as prescribed 


by law, and enforces the city transfer 
tax ordinance. 

Until the beginning of 1950, there had 
been no effective program to deal with 
the increasing problems of space and 
equipment. A project was begun to put 
all past recordings on microfilm. This 
was, at first, a slow moving, diflicult 
Under the present admin 
istration the work tempo has been 
greatly increased, accompanied by re 
quirements for accuracy and 


procedure, 


precision, 


Composing forms on 
Vari-Typers for de- 
partments of Phila- 
delphia's city gov- 
ernment. 
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so that in the years following its in 
stallation the workload is represented 
by the following consumption of film: 
1950—364 reels; 1951—257 reels; 1952 

1220 reels; 953—1718 reels. It is er 
pected that in 1954 a total of 2000 reels 
will be processed, producing a film ree 
ord of approximately 750,000 deeds 
covering 3,000,000 For each of 
the reels of negative film there 1s \ also 
a positive copy. Negative film is stored 


sycrge 
pages. 


in remote and safe storage and the posi- 


Using a Paraliner to 
design one of Phila- 
delphia's forms. 
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Making offset mas- 
ters by Xerography 
in Philadelphia. 


tive copy is kept in this office tor eur 
rent viewing. Looking forward to the 
time when accumulation would 
high storage costs, we decided to move 
the film out of rented 
into a secure cost-free place. 
cember 3,600 reels of film were moved 
from New York vault in the Old 
Customs Tlouse. Four cameras are now 
working daily to preserve on film the 
invaluable land records of Philadelphia. 

It can be seen by these figures that 


cause 


storage 


Last De 


Space 


lo a 





STANDARD STOCK 
SNAP-APART SETS 


CARBON-INTERLEAVED 


Bills of Lading [_] 


CHECK 
LIST 

AND 
WRITE 
FOR 
SAMPLES 
AND 
PRICES 


Invoice Sets 
Voucher Checks 
Statement Sets [ 


Purchase Order Sets [ 


W-2 Tax Forms | 


10 DAY SHIPMENT—LOW PRICES 


ALFRED ALLENWATTSco., inc. 


Styertown Road, Clifton, N. J. 
Plants: N. Y. City; Newark, 
Belleville, & Clifton, N. J. 


20 TIMES 


faster than hand folding 


the NEW BANCROFT JR. 


PAPER FOLDING MACHINE 


@ Folds single. double, © Simple, quick settings 
letter, wallet, @ Portable, silent 
accordion @ Fully motorized, 

e ob paper up to hand feed 

"15" 


Send for full details today... 


CENTRAL PRINTING MACHINERY CO. 
_ Bae 24 W. Chicago Avenue @ Chicago 5), Ill. 


— 
= 


Request for Quo’ation ry 


Receiving Report [_| 
Requisition Form [| 
Sales Order Sets [ | 
Correspondence Sets [_| 


Imprinted With Your Name, 
Etc. 





become a major 
that the use of 


record storage has 
problem. We believe ' 
microfilm marks the beginning of its 
solution. A start has made, but 
there remains much to be explored. It 
will probably require legislation. It will 
require further research in connection 
with a constant demand for viewing the 
accumulated film. A satisfactory system 
for easier reading and viewing must be 
worked out. 

To test the practicality of microfilm 
for the reference system of our public 
records, it is intended to set aside a 
particular section of recordings that 
may be read from film exclusively. If 
results are satisfactory the old book 
records will be removed to distant eco- 
nomical storage. 


been 


established 
year was 


The outstanding project 
by the archives division last 
the Records Center in room B-3A, 
Municipal Court Building, where 6,500 
sq. ft. of space were made available. 
The purpose of the Records Center is 
to furnish low-cost, clean and secure 
storage for classes of records that have 
long-term or permanent retention char- 
acter with infrequent and decreasing 
reference requirements. <An_ effective 
method of control permits close location 
storage, makes any records available 
with dispatch and establishes reference 


Philadelphia's 35 mm planetary camera 
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entfemen 
what is your preference 


RROUGHS “42° 


without doors? 
with steel sliding doors? 


with glass sliding doors? 





Here are 3 Borroughs units that are meeting with tremendous suc- 
cess from coast to coast. There must be a need for one or more 
“42's in your office. They are most practical and most attractive. 
All units are 42” high—38%" wide outside—and are available: in 
depths of 12’ and 18”. Each unit has sliding shelves that are adjust- 
able, quick-as-a-wink, without bolting. The “42” with sliding glass 
doors has the additional feature of ‘visibility of its contents. This 
sliding-door unit is Borroughs’ newest “42” and is really going to town. It 
replaces the space-eating, swing-door cabinet.. yep, the swing is ‘out’ and 
the slide is “in’’! Priced to meet your purse, each and every 42” is an excellent 
value. Write Joe Davis for Borroughs’ new catalog... it’s just off the press! 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3002 NORTH BURDICK amp KALAMAZOO, MICHIGAN 
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Philadelphia's 16 mm Flofilm camera. 


value through systematic checks. The 
center is equipped with steel shelving, 
the specifications of which were tailored 
for record containers of standard size. 

One of the many economies effected 
may be pointed out by the following 
comparative figures: One four-drawer 
metal cabinet (holding 8 cu. ft. of ree 
ords) costs $90. Eight standard ecard- 


board containers (holding 8 cu. ft. of 
records) cost $1.96. Shelving to accom- 
modate eight standard cardboard con- 
tainers costs $5.24. This represents a 
savings of $82.80 per cabinet. With a 
maximum storage capacity of 20,000 cu. 
{t., it is readily seen that if all the ree- 
ords that can be placed at the Records 
Center were removed from four-drawer 
filing cabinets, 2500 cabinets would be 
cleared. At a replacement value of $90 
per cabinet, this would amount to a total 
saving of $225,000. In addition, there 
are considerable savings when depart- 
mental records are transferred to the 
center setting free valuable floorspace 
for operational purposes. The amount 
of such space that will be made avail- 
able through transfers to the maximum 
capacity of the Center is estimated to be 
13,000 sq. ft. On a present yearly valu- 
ation of $3.50 per sq. ft. for space in 
City Hall and City Hall Annex, this 
represents a saving of $45,550, renewed 
annually. 

On December 31, 1953 


there were 





Lite eCr RUBBER orrFrice sPEcIALTIES 


Successful, 
established European 
manufacturer of rub- 
ber and flexible plas- 





well 


tic office specialties 

has profitable and inter- 

esting proposal for the 

American stationery and 
office supply trade. 

@ Matton desk and writing 
pads, Attractive, slide-re- 
sistant, finest surfaces. 

@ Moisteners for all purposes 
@ Many other specialties from 
our favorably priced line, includ- 
ing erasers, typewriter pads, type 
cleaners and cushion pads. 
AGENTS & REPRESENTATIVES 
WANTED FOR ALL STATES 
AND TERRITORIES. 
gy =. BLA see 
° us a e aimer 
Until Sept. 16 House, Chicago, 
write tous care of: 


during the National 
THE OFFICE Mauazine Stationery & Of- 
270 Madison A 


fice Equipment 
New York 16, N. Y. Assn. convention, 





- HANOVER . WESTERN GERMANY 
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\\ 


owd the Jones bill 


get clipped to this ? 


By accident, of course. 
quently pick up unrelated papers on 
the desk or in files. No telling where 
some papers—even valuable ones— 
may end up. 


BOSTITCH STAPLERS put an end to this 


Clips fre- 


waste and embarrassment. Staples 
close tight—won’t pick up other 
papers or mess up files. They’re 
neat, secure, don’t bulk up your fold- 
ers like clips... thereby increasing 


BOSTITCH B-11 
Stapler, poster-tacker, hag-sealer 
and staple-remover, all-in-one! 
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file capacity. One staple will grip up 
to 32 sheets of 16-lb. bond with 
super-penetration of B-11 model. 


REMOVING STAPLES IS EASY AS PUTTING 
THEM IN with the built-in remover on 
the Bostitch B-11 or B8R. Specify 
B-11, in gleaming, attractive chrome, 
for heavier-duty performance; B&R 
for ordinary office work. 


Order Bostitch staplers through 
your stationer, or phone local 
Bostitch representative. 


Fasten it better and taster with 


BOSTITCH 


a oe ee AND STAPLES 








How’s Your 


LETTERHEAD? 


Get your FREE copy of our useful new 
brochure “‘Letterhead Logic,’’—just off 
the press. Then, turn to the check list 
used by experts to gauge letterhead ef- 
fectiveness. See for yourself how your 
letterhead rates. If the tests show 
room for improvement HILL’s 40 
years of specialized experience is at 
your disposal 


Learn how HILL craftsmanship can 
create for you a letterhead you'll be 
proud of one that truly reflects 
the character, personality and prestige 
of your firm a scientifically de- 
signed letterhead with built-in sales 
appeal and at prices much lower 
than you'd expect. 


“Letterhead Logic,’’ containing im- 
pressive samples, is free without 
obligation—to users of 5,000 or more 
letterheads a year. To get your copy, 
simply jot down the quantity your firm 
uses on your present letterhead and 
mail to HILL now. Write 


r.onHILLiwe. 


Fine Letterheads and Business Cards 
270L2 Vafavette St.. New York 12, N.Y 











END WORKERS SEATING COMPLAINTS 
WITH 


FINE-REST 
FIXED-BACK, 
ALUMINUM 


POSTURE CHAIRS 


ALLOWS 
WORKERS 
aR TO ADJUST 
THEIR OWN 
CHAIRS 


SP-575 F 


Fully adjustable and all adjustments can be made 
while sitting in the chair. Seat has |'/2” foam rubber. 
Handsome, modern styling in beautiful, brushed, 
natural, satin finish aluminum, Ball bearing casters. 
Attractively priced. Write for name of your nearest 
FINE-REST dealer. 


ALUMINUM SEATING CORPORATION 
17 South Cherry Street, Akron 8, Ohio 


14 





6,946 eu. ft. of records on hand in the 
center. A total of 2,146 reference re- 
quests was served by the staff during 
1953. The Records Center is equipped to 
handle a maximum of 20,000 cu. ft. of 
records. With commitments made to the 
treasurer’s office, controller’s office, sher- 
iff’s office, and prothonotary’s office, this 
maximum is reached and no further 
space will be available after these 


transfers are completed. 


Since the present limited quarters are 
serving increasing needs and have dem- 
onstrated the value and necessity of this 
important arm of records management, 
early expansion is needed, A desirable 
space program would permit storage of 
a minimum of 60,000 cu. ft. in a ground- 
floor area with uniform ceiling height 
of not less than 15 ft. 

During the regular surveys conducted 
by the archives division, it was discov- 
ered that public requests for informa- 
tion on traffic accident reports were 
served by two departments in widely 
separated locations. The archives divi 
sion consolidated these records in the 
Records Center and now renders prompt 


% 


An aisle in Philadelphia's records storage 
center. 
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service to the interested public from a 
central point. An average of 600 ref- 
erence requests per week will be han 
dled by the staff, either over the counter 
or by telephone. A photocopy machine 
will reproduce copies of reports as re- 
quested, Fees obtained for furnishing 
such copies will bring approximately 
$30,000 revenue in the year 1954. 
During 1953, 12,265 eu. ft. of useless 
records were approved for disposal and 
an additional 8,689 cu. ft. were classified 
as non-record material and approved for 


disposal. The wastepaper market was 
at a low ebb and dealers would not buy 
wastepaper unless it was delivered to 
them. We solved this problem by pur- 
chasing a truck early this year. In 1952 
and 1953, the city treasury received 
$6,525.58 from useless records sold as 

wastepaper. This saved $66,998.75 in 
floorspace released for other uses and 
$29,818.45 in filing equipment and other 
material salvaged. 

The forms control division, which was 


(Continued on page 74) 





| SHOULD WORRY! 
VERITHIN MARKS 























WHAT’S MORE...Verithin’s smooth, flexible lead 


takes strong needle points ... 
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brilliant colors 
10¢ each 


and makes over 
40,000 check marks from a single inch! 


*® Eagle Pencil Co., New York * London * Toronto 


coVERITHI 


Colored 
Pencils 





Thousands of Small Dubinéachs 
a toh Z-M Yoh 4-10 MB liil-Melsle Mt kop 4-1-4171, Pee 


\K Lassep ij 


pavrrowu 
and e 
emp avet 


cA BECORP 


5.K. LASSER’S 
“PAYROLL 
and EMPLOYEES 

TAX RECORD”! 


on 
senmAt mane # 


< 


wy NAT 


a ETE $795 each 


Here’s a book that makes 1. A complete 52-week record for 40 employees 


record-keeping chores simple 2. A weekly summary of employee's pay with in- 


and easy for the small busi- 
nessman. This book, designed 
by J. K. Lasser and published 
by National Blank Book Com- 
pany, simplifies withholding 
tax, social security and unem- 
ig insurance record- 
eeping. It includes a tax sav- 
ing manual by J. K. Lasser. 


See Your NATIONAL Dealer 


or MAIL COUPON NOW! 
NATIONAL BLANK BOOK CO. 


dividual records visible at the same time for 
simultaneous posting 


» A flap out for monthly summary of payroll to 


make computing easier and faster 


» Individual, easily inserted, loose leaf em- 


ployee’s records. (If an employee leaves, 
merely take out his sheet and insert his suc- 
cessor's) 


« Weekly payroll forms wire bound for per- 


manent record 


Holyoke, Massachusetts 


Please send me J. K. Lasser’s “PAYROLL AND EMPLOYEES TAX RECORD” 
I will pay postman $7.95 plus C.O.D. charges 
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Nw R.C.Allen 


”~ 


with 


Exclusive 


VISOMATIC 
MARGIN 


Visomatic Margin 


“VisOmatic” means what it 
says — visible and automatic. 
Permits fast, precise, even 
margin setting on both sides. 
Simply position the carriage 
and touch margin set keys and 
margins spring into place au- 
tomatically. Stop indicators on 
easy-to-read scale show exact 
position. Permits neater letter 
appearance. 


New Line Space Mechanism 


Line spacing as simple as 1-2- 
3. Change from single to double 
to triple space with instant 
adjustment. 


Full-View Tab Control Panel 


Easy-to-reach tab set and tab 
clear keys are at your finger- 
tips. You can clear all or any 
selected tabs at one touch. 








isOmalic_ 





TYPEWRITER 


More Value,. More Advanced 
Features, More Typing Ease 












Feature for feature, the All-New R. C. Allen VisOmatic gives 


you more than ever before... more output... more typing ease 


...more efficiency. And this highly versatile deluxe machine 


costs no more than ordinary standard typewriters. Try the 


All-New R. C. Allen VisOmatic typewriter first 


See how 


quickly it proves itself in your office. The beautiful Mist Gray 


color styling harmonizes with every office color scheme. 


QUICK-SWITCH PLATEN 


a" 


In less than ten seconds you can 
change from the standard platen to a 
platen for stencil cutting, or to one 
for making multiple-copy manifests, 
or for any other specialized job. A 
touch of your hand on the release 
lever and out comes the cylinder 

No inky fingers, 
time, no compleated procedure. And 


in seconds! N no lost 
the new 
just as fast. Thi 
speeding feature the Quick Switel 
Flaten is found only on KR. C. Allen 
VisUmatic Typewriters 


platen snaps into position 


ensational, work 





Write for full details in colorful FREE literature today! 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, N.W., Grand Rapids, Mich. 


¢ 


MACHINES 
for the price of one! 


Every B.C. Allen 


CASH REGISTER 


is a complete 
adding machine 


When you sell R. C. Allen Cash 
Registers your customer’s profits are 
protected with a complete business 
system in one machine. Every sale, 
every transaction, is recorded. Auto- 
graphic detail tape allows write-in of 
charge items, received on account and 
paid outs. Even the smallest R. C. 
Allen Cash Register totals up to 
$10,000.00. 


Furthermore, every R. C. Allen Cash 
Register is a rapid, high capacity 
adding machine for both addition and 
multiplication work. Invoices, bank 


statements, deposits can all be figured 
with adding machine convenience. 


The complete line of R. C. Allen Cash 
Registers includes machines for every 
retail business. Keyboards are adapted 
to drug stores, grocery stores, hard- 
ware stores, gasoline stations, beauty 
shops, dry cleaners, etc. R. C. Allen 
supermarket machines itemize sales, 
count items, count customers, issue 
receipts and keep four separate de- 
partment totals. 


The wise buyer, buys R. C. Allen. 


R.C.Allen Business Machines, Inc. 


680 Front Ave., N.W., Grand Rapids, Mich. 











oer 


Get ready now for your 


back-to-school MZzzeygaisey. 
NEW WORLD &£& 


business DICTIONARY ji 


~ _ 


by ordering your supply A Ce Terma Lita age 


of the student's dictionary ... 


q 


aes OF Ame COILS Om Te me Mee Ores iss ome 


Ce eee ee eel me neces 


America's most complete 
and up-to-date COLLFGE EDITION | 
desk dictionary q 

More Entries (142,000) — — 

More Pages (1,760) = 





WEBSTER'S NEW WORLD DICTIONARY of the Americian Language, College Edition, 
is now pre-eminently the student’s dictionary. It is being placed on the approved 
list of colleges and universities all over the country—including the University of Chicago, 
Harvard University, Yale University, Ohio State University, Purdue University, the 
University of Seath Carolina, the University of Notre Dame-—-and dozens of others. 
Educators everywhere find that this is the dictionary that serves them—and their classes 
best. And no wonder! WEBSTER’S NEW WORLD is not only by far the largest 
college dictionary on the market, both as to number of entries and number of pages, 
but it is the only college dictionary in which each word has been freshly defined in the 
language of today. Compare it and you will immediately see if meets more require- 
ments than any other college dictionary ever before published. 
More entries, carefully chosen (142,000) ... more pages (1,760) ... more complete 
etymologies ... more descriptive synonyms ... more examples of usage .. . more 
scientific, business, social terms ... more idioms, sleng, colloquialisms . . . more 
pictures (1,220 illustrating more than 3,100 terms). 
WEBSTER'S NEW WORLD DICTIONARY is also the choice of businessmen, writers, pro- 
fessional men—people in all walks of life. It is the one book that is a prime office 
accessory—a necessity for clear, concise, up-to-date correspondence and reports. Wherever 


there’s a desk there’s a market for WEBSTER’S NEW WORLD DICTIONARY. 


For new sales — and plus sales — keep this office essential in stock! 


Bound in Cloth $5.00 : Saleh 
With Thumb Index $6.00 LIBERAL DISCOUNTS are 


Gift edition, bound in available on quantity orders. 
calf-finish, sorrel brown 
leather over beveled 
boards, stamped in gold, lars and mention The Office 
gold edges, thumb index, s 

gift boxed. $12.50 a 


FULL RETURN PRIVILEGE UP TO ONE YEAR 


THE WORLD PUBLISHING COMPANY . ctevetannz, o. 


Write for complete particu- 
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for 
less active 
records 


wrong way 


Records thrown on shelves are hard to 
find, collect dust and take up 50% 
more room. 





l=. 
LETTER SIZE $35 5 


LEGAL SIZE 34 Sh 


BLOCKS CHECK SIZE $240 
9O¢ ADDITIONAL 


Mode for any size file 


SANITARY BASES 
for all size files oe 


FOLLOW 4 


PRONTO FILE CORPORATION 


285 Mad: New York 17, NY 


he ae 





right way transfer to pronto 


Records in Prontos can be located in Save money, transfer into low cost 
a jiffy . . . stay neat and orderly. Prontos and use your expensive cabi- 
Doubles your filing space. nets over again. 


There is a size made for every office record. These Pronto 
files are sturdily built of 275-lb. test fibre board, reinforced 
with steel on the shell and the four corners of the drawers 
as well. They cost no more than ordinary files! Can be in- 
terlocked into solid units and stacked to the ceiling. Beauti- 
ful in appearance, finished in olive green to match your 
regular office files. Will last a lifetime. 





Prices siightly higher in Texas, 
Colorado and West of the Rockies. 


PRONTO FILE CORPORATION 


285 Madison Avenue New York 17, N.-¥ 





WAUSAU IMPRESSION PAPERS look good — crisp and 

IMPRESSION PAPERS clean — handle easy on the typewriter or on duplicating 
GENUINELY equipment because they are tub-sized. These especially 
WATERMARKED treated surfaces insure clean, sharp, easy-to-read impres- 
—— ~<a sions, lint-free even on long runs. The unsurpassed quality 
Wausau Duplicating of WAUSAU IMPRESSION PAPERS is built-in at the mill 
Wausau Ledger and is your guarantee of maximum machine performance 
NOT WATERMARKED in each of the three major duplicating processes: offset, 


Exact Bond : ee +. . 
eal stencil duplicating, spirit of gelatin process. 


on cma WAUSAU IMPRESSION PAPERS come in Bright White 
Wausau A Oftset anda full range of colors, and are precision cut to size 
at the mill. Individually packaged in a protective wrapper, 


500 sheets in each package. 


OUR 55th YEAR The complete WAUSAU IMPRESSION PAPER line is 
available through authorized distributors and stationers. 


WAUSAU PAPER MILLS CO. 


Artisans of- Fine Papers 


Executive Sales Offices 


111 W. Washington Street, Chicago 2, Illinois 


Mills at BROKAW, WISCONSIN & Member - Wisconsin Paper Group 
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COMPLETELY AUTOMATIC 




















ene 3 




















World’s “Finest Electric Pencil Sharpener 
PROVEN THROUGH 13 YEARS OF SATISFACTORY ate 


The Electro-Pointer has an easy-to-see front opening at the 


STARTS 
AUTOMATICALLY 
Just insert pencil and 

it starts automatically 
L .. then check length of 
new sharpened pencil 
- = - - - - against unsharpened one 











natural writing angle. . 
Sharpens just enough. . 


beautifully designed. looks well in any office or home. 





SAVES TIME, NO WASTE! 
demerenn SE BRT S  b SERERS 


. sharpens pencils instantly. . . 
. does not chew-up pencils. - . 


CALL YOUR STATIONER OR WRITE 


STILE-CRAFT 


1825 MACKLIND AVE. « $7. LOUIS 10, MO. 
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NOW... SHIPPING PAPERWORK 
SIMPLIFIED TO CUT COSTS 


New WEBER TAB-ON STENCIL is typed with forms, 


then used to address labels, tags, and direct-to-containers 


Before your product can be shipped, 
paperwork must be made out and con- 
tainers addressed. Here’s a system 
that will help you do both in less 
time, with less labor. 

Typist sticks Tab-On Stencil to bill- 
of-lading or invoice form over the 
“Ship To” area. In one typing the 
forms and stencil are prepared with 
the ship-to address. Then the Tab- 
On Stencil is sent with the shipping 
copy to the shipping department 
where it is clipped over the pad of 


another 


| Weber | 


system 


Waser LABEL AND MARKING SYSTEMS 
Add Machine Co. 


Div.—Weber ressing 
Mount Prospect, Illinois 








Mugust, 1954 


MAIL FOR FOLDER ON TAB-ON SYSTEM & RJ-1 HAND PRINTER 
Company. 
Individual 


an RJ-1 Hand Printer. After oper- 
ator addresses the necessary labels, 
tags, or containers at the rate of 40 
to 50 per minute, he destroys the 
stencil. Final result: typing time 
saved, shipping errors eliminated, 
costs cut. 


FINEST HAND PRINTER IN USE TODAY-WEBER RJ-1 


Fast, clean. Reservoir holds 
enough ink for 7,500-10,000 
prints. Can be supplied with one 
or two counters for count control. 








Title 





Address 





City. 


Zone. State 





WEBER LABEL AND MARKING SYSTEMS 
Dept. 0-8, Mt. Prospect, Illinois 
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Ham on Rye or Rye on Hand? 


Arranged compactly on stands in fiers, the Vary- 
Tally con be supplied in any of 66 combinctions, 
up to 6 bonks high and 12 units wide, with a 
minimum of 2 units wide. Write for news sheet 
ond prices. 





<e 


(and 1,001 Other Items) 
with this New Veeder-Root 


VARY-TALLY 


Multiple-Unit Reset Counter 


Knowing how many apple versus lemon pies, for instance, are ordered 
on a given day .. . or how many cases of what are in the cellar. . . helps 
a restaurant countrol, make plans, make profits. The same goes for a 
manufacturer or wholesaler seeking tighter inventory control . . . or for 
any of the following: 


@ Troffic Engineers @ Restourants and Hotels 
@ Schools and Colieges @ Mail ond Phone Order Departments 
@ Nurserymen ond Florists @ Leundries and Linen Supply Houses 
@ State Park and Forest Services @ Monvfacturers of equipment for 
@ Laboratories Order Control 
@ Milk Plents and ice Cream Processors Stock Control 
Inventory Control 
@ Researchers 
Traffic Control 
@ Industriel Plants Sales and Market Analysis 
@ Textile Mills Laborotory Anolysis 
@ Inspection and Quality Centro! Payroll Preparation 


@ Jobbers, Wholesciers, Distributors @ and Whet Do You Want to Count? 


The Nome et. ®" VEEDER-ROOT INC. 


HARTFORD 2, CONNECTICUT 


Chicago 6,1. +» New York 19,N.Y. + Greenville,$.C. + Montrec!2,Caneda +- Dundee, Scotiand + Offices ond Agents in Principal Cities 


26 
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WHY WASTE OFFICE TIME? 

KEE LOX "KOPY ALIGNER" combines 
HIGHEST QUALITY CARBON PAPER 
Plus Patented Collating Feature, Insures 
Speed Automatically, Plus Efficiency, with Less Fatigue. 


YOU CUT fa im ia 
YOUR Ap. ay Ss SAVE ON 

COLLATING KY) Qe Fe THE 
cosTs SONA y/A seta = TIME 


Different Weights and Finishes to give perfect results from One to 
Twenty Copies at a time. All Copies Clean while every sheet has aston- 
ishing wear. You may obtain Free Samples by contacting any of our 32 
fully stocked Retail Branches in the U.S.A. We also make Carbons for 
every use and ribbons of every color for every machine known to the 
market. 


Kee Lox Duplicator Supplies are No. 1 on the market. 


Just phone our Branch in your city for Samples of above Kopy Aligner 
or write to 


HOME OFFICE 
Keelox, MFG. CO., ROCHESTER 1, N. Y., U.S. A. 





Above line for Export. write to Export Dept. above address, for information, free Samples 

and Exclusive Territory. Most complete and Highest Quality Line in the Industry. Quality 

that holds Customers and insures Profit. We know because we sell it retail. You get 
the same product. 


Poe Orrice—August, 1954 





packaged arithmetic 


Olivetti offers a proved way to increased figure-work efficiency : “packaged 
arithmetic,” provided by the Olivetti Fully Automatic Printing Calculator. 
Hand this all-purpose machine any problem in business arithmetic. It 
gives back to you all the details of the problem, plus the answer, neatly 
‘‘packaged”’ on a printed tape. 


The only fully automatic printing calculator, made by Europe’s largest 
manufacturer of office machines, it automatically multiplies and divides, 
and is also a complete 10-key adding machine with direct subtraction. 
Versatility, speed and dependability make “‘packaged arithmetic’’ ideally 
suited to many business operations. More than 10,000 U.S. firms today 
use Olivetti Fully Automatic Printing Calculators, sold and serviced by 
over 400 dealers. For information, write Dept. AR, Olivetti Corporation 
of America, 580 Fifth Avenue, New York 36, N. Y. 


olivetti 
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Twenty Denominator 
machines are used 
in the contact and 
adjustment section 
of the book depart- 
ment of Reader's 
Digest, Pleasantville, 
N.Y., to tabulate the 
nature of special 
correspondence with 
subscribers after 
each action is com- 
pleted. 


A Bunn Package 
Tying Machine in 
use at the Federal 
Reserve Bank in 
Chicago. Machine is 
five times faster than 
hand tying. Bundles 
are tamper - proof 
because machine's 
knot cannot be dup- 
licated by hand and 
tie is snug so that 
bills cannot slip out. 








A typing pool in the 
offices of United 
States Steel Corp., 
Pittsburgh, showing 
all machines equip- 
ped with Pres-To- 
Line Copyholders. 


The Wiltshire group, 
made by Imperial 
Desk Co. and _ in- 
stalled by J. P. Bell 
Co., in the First 
National Bank of 
Lynchburg, Va. 


Lester Schmidt of 
Standard Typewriter 
Co., Lexington, Ky., 
puts $2 in change 
each day in a Smith- 
Corona Cash Regis- 
ter outside his store. 
Motorists can make 
their own change 
for parking meters 
and the store's 
clerks are no longer 
interrupted by per- 
sons seeking change. 








California Federal Savings & Loan Assn., Los Angeles, uses Jac-A-Desk typewriter desk supports 
made by Gonco Mfg. Co. 


Vance L. Des:nond 
(left), vice  presi- 
dent, Detroit Trust 
Co., and Burroughs’ 
Ken Bergman watch 
Dorothy M. Henne 
operate a Burroughs 
typewriter account- 
ing machine design- 
ed to compute and 
issue employees’ 
profit-sharing certi- 
ficates. Machine 
does in ten days 
what formerly re- 
quired five weeks. 


NN 


B. Franklin Conner, 
president, Colt's 
Mfg. Co., Hartford, 
Conn., demonstrates 
the "oral  visiters’ 
register’ in their 
firearms museum. The 
Audograph was pre- 
sented by Walter E. 
Ditmars, president, 
Gray Mfg. Co., and 
visitors can record 
name, address and 
comments. 








Ralph Petit of the Hotel Statler, New York, 
and his room reservation Underwood Elliott 
Fisher machine. Mr. Petit won an Underwood 
Portable Typewriter in a contest conducted 
by the Front Office Managers Assn. Standing, 


|. to r.: John H. Rudd Jr., FOMA president; 
James McCarthy, executive vice president, 
New York Hotel Assn.; M. W. Thayer, sales 
manager, Elliott Fisher Div. of Underwood Corp. 


i 


The Tea Council of the U.S.A. recommends an 
iced tea break in offices during the summer. 
Bermuda shorts for men will probably remain 
in the ‘'stunt’ stage until women are allowed 
to wear shorts too. What then? No air con- 
ditioning—and not much work done, either! 


A Bostitch BBR 
Stapler in use in the 
office of Pacific 
Mutual Life Insur- 
ance Co., Los An- 
geles. 
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Now! New Desk Top Conying Machine 
Gives You Direct Copies in Seconds! 


Makes up to 300 Copies Per Hour at a Cost of Less Than 2¢ Each! No Stencils! 
No Masters! No Negatives! No Messy Inks! No Vapors! 





Saves Time and Money in General Copying 
and in “One Writing” Business Systems! 


It’s here! The high-speed, all-purpose copying machine 
that turns out exact, facsimile copies of letters, invoices, 
reports —of practically anything typed, written, or printed 
on ordinary translucent paper—in seconds! 


Think of it—copies of 250 to 300 different items made 


practically any type of paperwork operation. It’s tailor- 


made for “one writing” business systems ... for spe 
cialized copying by accountants, lawyers, engineers . . . 
and for general copying. 


The Copyflex Series 100 is made by the Charles 


Bruning Company, specialists in copying since 1897. 
Let us show you how it can save you time and money 
in your office. Mail us the coupon below for full par- 


in one short hour. Made by a clean, quiet, odorless 
process that involves no stencils or paper plate “masters” 


... Mo messy inks... no ammonia or ozone vapors! 
ticulars. 





This remarkable new machine is so compact you can 
locate it anywhere, so versatile you can apply it in 


(BRUNING 
py tlex 


Charles Bruning Company, inc., 
4700 Montrose Ave., Chicago 41, lll., Dept. 605 


Please send me more information about the Bruning 
Copyfiex Series 100. 








Compeny 


Copies anything typed, written, Address_ — 
printed or drawn on ordinary trans- 
lucent poper—in teconds ee 
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1IO0,000 


business executives .. wit hove 


better-run offices next year because they attend this year's 


National Business Show. 

This is the one truly national show, with average attendance 
(by invitation only) for the last two years of 99,709. 

Better than ever. This year two huge armories packed with 
time- and money-saving ideas. Be sure to visit both. 
September 27 thru October 1. : 10 10 p.m. Deity 
69th REGIMENT ARMORY, 2é6th Street and Lexington Avenue, New York 
71st REGIMENT ARMORY, 34th Street and Park Avenue, New York 


Rudolph Long, Maroging Director, National Business Show 
33 West 42nd St., New York 36, New York 


NATIONAL BUSINESS SHOW 


AAC -Cummips 

Acme Visible Records, Inc 

Addo Machine Company, Inc 
Addressograph-Multigraph Corp 
Allen Communications, Inc. 
American Automatic Typewriter Co 
American Dictating Machine Company 
American Photocopy Equipment Co 
American Press Association 

Apeco of Canada, Ltd. 
Arnot-Jamestown Corporation 

Atlas Business Machines Corporation 
Audograph Sales Company 

Bankers Box Company 

Better Packages, Inc 

The Bircher Company, Inc 

bro-dart Industries 

Calculagraph Company 

Certified Microfilm, Inc 

Chart-Pak, Inc 

The Cincinnati Time Recorder Co 
Collister Corporation 

Commercial Radio & Sound Corp 
Connecticut Telephone & Electric Corp 
Copease Company 

Copy Craft, Inc 

Cormac Industries, Inc. 

Cosco Office Chairs 

Ralph C. Coxhead Corp 
Cummins-Chicago Corporation 

The Denominator Company, Inc 

A. B. Dick Company 

Develop Photocopying Machine Co 
Dictaphone Corporation 

Dupli- Voice Company 

Duplomat Company of America 
Eastman Kodak Company 

Thomas A. Edison, Inc 

The Electrofile Corporation 

Elliott Addressing Machine Company 
Executone, Inc 

Felt & Tarrant Manufacturing Company 
Ferris Business Equipment. Inc 
Flexifone of New York 


34 





PARTIAL LIST OF THIS YEAR'S EXHIBITORS: 


Flexi-Trol 
Fonadck Corporation of, New York 
Friden Calculating Machine Co., Inc 
General Binding Corporation 
General Electric Company 

Air Conditioning Division 
General Photo Products Co., Ine 
(joodyear Printing & Stationery Co 
Graphie Microfilm Corporation 
The Gray Manufacturing Company 
The Haloid Company 
Hamilton Manufacturing Company 
Harris Seybold Company 
The Heyer Corperation 
Inter-Continental Trading Corporation 
Itkin Brothers, Inc 
Korda Industries 
The Kybernetes Corporation 
Lansdale Products Corporation 
LeFebure Business Equipment 
Lightning Letter Opener 
Lightning Letter Sealer 
R. J. Ludlow, Jr. 
Maggie Magnetic, Inc. 
Magna-Crest Corporation 
Magnetic Recording Industries 
Mailers Equipment Company 
Harold Mannheimer Organization 
Manpower, Inc. 
Marchant Calculators, Inc 
Massachusetts Indemnity Insurance Co 
J. Curry Mendes Corporation 
Methods Research Corporation 
Michael Lith Ine. 
Microtext Publishing Corporation 
Minnesota Mining & Manufac. Co. 
Monroe Calculating Machine Company 
The Mosler Safe Company 
New York Telephone Company 
The Office 
Office Appliances 
Office Management & Equipment Mag 
Office Publications Company 


Old Town Corporation 
Olivetti Corporation of America 
Ozalid 

Div. of General Aniline & Film Corp 
Payroll Tax Service 
Payrollmaster 
l’eirce Dictation Systems 
Vermoflux Seribe 
Ihoto-1t Company 
I’hotorapid, Inc 
lus Computing Machines, Inc 
Recordak Corporation 
Kecording & Statistical Corporation 
Kex Recorder 
Kite-Line Copyhokler Division 
Royal Typewriter Company 
Safeguard Appliance Corporation 
Safeguard Corporation 
Safeguard International 
Savasort Sorting Devices 
Scribe Corporation 
Self Winding Clock Company 
Simplex Time Recorder Company 
Soundscriber Corporation 
The Staplex Company 
Stromberg Time Corporation 
Sturgis Posture Chair Company 
Target Products Corporation 
Telecom 
Thomas Collators, Inc. 
Tiffany Stand Company 
Times Facsimile Corporation 
linderwood Corporation 
Valley Industries, Ine. 
Vari-Typer Composing Machines 
Veeder- Root, Inc 
VISIrecord, Ine 
ViSIrecord Systems 
Voice-Master Sales & Service 
Webster Electric Company 
Widmer Time Recorder Company 
R. M. Wood 
Wood Office Furniture Institute 
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Perfect. Service... 


Like the BEST tennis balls OLD TOWN RIBBONS 
serve you BEST because they‘re sealed in air-tight cans! — 


Only OLD TOWN ribbons come to you 
guaranteed factory-fresh — with the freshness 
hermetically sealed in. You pay no more for such 
air-tight protection — for these sharper-writing, 
longer wearing ribbons. OLD TOWN ribbons 
hold more ink, are non-filling, non-fading, can’t 
dry out on store or office shelves. 


Next time you change a rib- 
bon, try a really fresh ribbon 
~-—an OLD TOWN ribbon — 
and SEE the difference! For 
the name of your nearest 
OLD TOWN dealer write us 
today. 


cORPKRPOR ATION 








[WE “KEYBOARD 


SAVES UP TO 50% HAND 
MOTION! Now add and list 
without touching a motor bar— 
a great saving of effort. 
Amounts are added and printed 
the instant they are set on the key- 
board—because every key is 
electrified! No more “back and 
forth” motion from keyboard to 
motor bar—because every key 
is also a motor bar. 
National’s “feather-touch” 
action makes it easier than ever 
to press combinations of keys at 
o.e time. All ciphers print auto- 
matically. 


Now you can forget 
the motor bar 


plus all these other features — 


1. Automatic clear signal. 5. Large answer dials. 
2. Subtractions in red. 6. Easy-touch key action. 


3. Automatic credit bail- 7. Full-visible keyboard 
ance in red. automatic ciphers. 


4. Automatic space-up of 8. Rugged-duty construc- 


tape to tear-off line tion, compact size for 
when total prints. desk use. 


Saves up to 50% hand motion 
For demonstration phone nearest National office 


or National dealer. 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 


949 OFFICES IN 94 COUNTRIES 
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Costs less than 
a typewriter... 


saves more than 
it costs! 


Hand folding is no longer a necessary nui- 
sance in any office. Now there are small, electric 
Pitney-Bowes folding machines that make quick 
and efficient work of folding bulletins, form 
letters, announcements, other mail enclosures. 
Your trained, highly paid office workers are freed 
from tiresome hand folding. You save plenty. 
[he inexpensive littke FH model, for instance, 
costs less than a typewriter, yet it folds five to 
ten times as fast as a person can fold by hand 
can double-fold as many as 5,000 letter-sized 
sheets an hour! It makes eight different folds, 
handles sheets as large as 82 by 14 inches—even 
when stapled together. 
Electrically driven, with semi-automatic feed, 
the FH can be used by anybody. It takes but 
a few seconds to set up for a job...easy as 
tuning your TV! Requires The FH costs 
but little space. And it’s so less than 
light it can be carried any- a standard 
where it’s needed. — 
Ask the nearest PB office to 
demonstrate, or send coupon 
for a free illustrated booklet. 


The larger, fully 
automatic FM 
will fold up to 
19,000 sheets an 
hour — wonderful 
oe ‘ . time and work 
Move indicator knobs to widths wanted saver 


... And it’s ready to go! 
Pi tNEY-BOWES, INC, 


PITNEY-BOWES | ‘. | 

| ; 3458 Pacific St., Stamford, Conn, 
4 < ' Send free booklet on 
Folding Machines | Folding Machine to: 
| 
| 
L 


f-c--------ccc 


Made by Pitney-Bowes, Inc... . originators es 
of the postage meter ...93 branch offices, 


with service in 259 cities in U.S. and Canada. Address 
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BUILT RUGGED FOR LONGER LIFE 


A tTS 
AND BLANKE! 


MERCURY LITH ROLLERS 
for Multilith printing | 


nachines’ 


MERCURY-GRAPH ROLLERS 


hine 
a 
heating " 


“ 


It takes a lot longer to wear out these extra sturdy rollers 
and blankets. The extra mileage is BUILT IN with materials 
tested for the severe punishment of huge commercial printing 
presses...far harder on rollers and blankets than office dup- 
licating machines. They'll give you finer reproduction, too. 
Specify MERCURY and see! 


Ra Pi pb Ro LLE 4 co. FEDERAL AT 26TH ST.» CHICAGO [6, ILLINOIS 
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brand new and packed with sales dynamite! 


REGNA 


*DOo 


Se 
S 
SS 
S 


The fabulous REGNA DELUXE Cash Register 


Mil -1e-esslola alate Mial-Mela-toli-timelehZelila-Miamaeris 


ind 


total 


register design in a decade! Sleek, stream 


lined, low in cost it's the perfect answer tc 


Lay Mal ctstek Moh ME Taaloll MelaleMaal-telltlismiPa-Mactiellicias 


The REGNA DELUXE 


over dit 


SI 
qives for I root ce ntrol 
fund 
the REC 
ash req: 
Joe 
| 


protect 


Fe 


m 


»NA DE 


ish cre n 


tore ] v7 


plifie 
LUXE; 
it 


built « ter 


ily 
rarelelial 


not re ” 


1 f 


n i machine and 


important bookkeeping « Te) 


Zellielsiiemlamsateliltiel 
dels with requlor 


iN CANADA 


OUTSIDE CONTINENTAL US 


REGNA CASH REGIST 
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WINDOW 
clerk and 
vidual 


CASH REGISTER 


with 
VISIBLE ITEM 
» INDICATION* 


by 


View 


how 


UBLE 


tomer 


and 


tem 


REGNA FEATURES SELL THEMSELVES: 
» 
e 
* 


item indication 
Tole dete MAME el iolLMielale MEA] oft lolol i 


new vi ble 
double ribbon receipt printing mechanism 


receipt chute aives customer Toliel (item re leliere| 


lightning push butt 
olumn t< | 
»w wider ta 


6 to 7 


TREGNA CASH REGISTERS, INC. = #1 
[175 Fifth Avenue, New York 10, N. Y. 


j GENTLEMEN: Please send more information about the REGNA DELUXE 
Cash Register and about becoming a REGNA deoler. 


amounts rune 


Nome 





 —————— sqaasqpenvesummmepinmntnninnmntmmsncenssia 
____Zone..._____ Sate. 


175 Fifth Avenue, New York 10, N. 


ERS, INC. 





Smead ) 
“Quality above Comparison”’ 


| PROPOSAL COVERS 


PLAID HOUSEHOLD FILE PRESSBOARD BINDER COVERS (in many colors and finishes) DESK FILES 
i iff. Two-piece covers — cloth hinge — 
Also furnished gift-wropped sumed tor Gunturd tacit (Printed or coltuletd tobe) 
centers. 


rong f PIM 11 NG 


1, This leather-like material re-{iy 
sists oil, ink, finger marks, 
stains and dirt of all kinds. 
2. An abrasion resistance test 
shows leather-like material to 
have a 9 to | advantage over 
ordinary red wallet stock. 
3. Color will not rub off on cloth- 
ing in a humid climate. 
4. These containers have what is LEATHER-LIKE 
needed—wear resistance and VERTICAL FILE 
Oppecrance. 














LEATHER-LIKE 
EXPANDING FILE 


LEATHER-LIKE 
EXPANDING WALLET LEATHER-LIKE SUPER POCKET 
(With GLYD-LOC or tape tie) “The All-Purpose File” 


From the very first item to the present line of over 3,100 stock items, we have concentrated on craftsmanship and 
the finest quality and grades of raw materials, making our line an outstanding quality line. We have 5 separate 
factories for your protection and added service. Write for our catalog. We also invite your inquiries for 
specially made products. 


THE Smead MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 








For the Best 
in Rebuilt 
and Rough 


Monroe Calculators 
look to... 


Calculator 
Equipment 
Corporation 


Calculator Equipment Corporation, 556 Central Avenue, Orange, N. J. 











THE Orrice—August, 1954 





H| OWa FAMED FUR COMPANY STREAMLINED 
‘ITS CATALOG PRODUCTION 


By changing to Colitho Offset Duplicating 
Plates the famous Hudson’s Bay Company Fur 
Sales Inc. has cut production time for a 300-page 
catalog by 80%. The substantial amount of over- 
time required to keep up with the vast load of de- 
tail was completely eliminated. 


Hudson's Bay Company’s big problem was the 
seemingly. endless task of preparing two separate 
and complete sets of catalogs containing essen- 
tially the same information for the buyers and 
the confidential house editions. Colitho Plates 
enable them to produce both editions from one 
set of master-plates. Typing time has been drasti- 
cally reduced —hours of costly supervisory check- 
ing saved—<and all risk of transcription errors 
removed. f 


This case history demonstrates the economy and 
efficiency that countless businesses enjoy by using 
Colitho Plates. Whether your problem is in finance, 
management, production or sales, there is a cost- 
cutting solution for you in Colitho Products. Send 
for the free Folio of Colitho Application Ideas, 
and find out how your business can benefit. 


THE “ONE-WRITE” WAY TO RUN A BUSINESS 


Colitho Division COLUMBIA RIBBON AND CARBON MFG. CO.), Inc. 
608 Herb Hill Road, Glen Cove, N. Y. 


| 
| 

Send me the Folio of Colitho Application Ideas. | 
er ee eee | 
SESS Se en ee ee ee | 
PD sicstccinamtingnninie aii atcanatiinaesanintscicsaecientcimecetineae 7 


City —______________"Zone_____State 


SP aaa E tay er a: age smshr-en sa Stk -can ane sane" ealb Gans eda tain eas tat wea saa eal 
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HOW TO IMPROVE YOUR PERSONALITY by Roy 
Newton & Frederick G. Nichols, 216 pp., $3. 
McGraw-Hill Book Co., 330 W. 42nd St., New 
York 36. 

Personality plays a large part in busi 
that 
personality is not 


and the authors believe 
just knowing 
They recommend 
directed practice in right thinking, talk 
ing, acting and reacting to situations in 
life. Our habits of acting and 
properly count more than 
ing what is right or 
will to do it. The 


second 


ness SUCCeESS 
about 


enough. competently 


reacting 
merely know 
even having the 
fact that this is a 
indicates the book hus 
been well received. 


edition 


THE DICTIONARY OF BUSINESS & INDUSTRY 
edited by Robert J. Schwartz, 561 pp., $7.95 
(8.95 with thumb index). B.C. Forhes & Sons, 
80 Fifth Ave., New York 11. 
Defines 45,000 business and legal terms 


including widely used trade-mark names 


und trade terms. There are 36 pages of 
Some of the terms 
used in office management are not defined 
correctly but desk dictionaries are gen- 
erally used by clerical workers who will 
know their own trade terms. The first 
attempt at a business dictionary was 
no easy task and any future edition per- 
haps will have the advice of one of the 
national organizations of office execu- 
tives, at least to do better for the ‘‘sys- 
tems engineer.’’ 


charts and tables. 


HOW YOU CAN EARN $10,000 TYPING AT HOME 
by Lenore E. Felgen, 65 pp., $2. Felgen & 
Associates, 30 Washington Blvd., Oak Park, Ill. 


A housewife tells how she earned 
money working five hours a day at home 
on typing jobs. 
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Aids For Computing | | 


diagrams in 
punched card computing 


BY FRED GRUENBERGER 


i Invaluable as a handbook for 
{ computing installations and indus- 
j trial tabulating installations, par- 
ticularly those where non-profes- 
| sional people are operating the ma- 
| chines. This book features 108 
plugboard diagrams for standard 
| problems on basic equipment and 
on calculators such as 604 and 
| CPC. The _ diagrams include: 
| Square Root on the 602A and 604; 
Chi-Squared Analysis on the 602A 
| and 694; 602A panels for a corre- 
H lation matrix; Bivariate distribu- 
tians on a tabulator; Factor analy- 
| sis on the 602A. 
| 140 pages. $3.75 


computing manual 


BY FRED GRUENBERGER 


Enconometrica “ ... a thorough- 
~ practical text in a field which 
has need of such practical treat- 
ment.” 

108 pages. Paper, $2.00 


THE UNIVERSITY OF 
WISCONSIN PRESS 


Send your order TODAY to : 


The University of Wisconsin Press 
811 State St. 


Madison 8, Wis. | 











electric 


typewriter 


with no 


“changeover” 


problems! 


Remington Electric 
typists are 

“all-round” typists .. . 
switch to manuals—and 
back —quickly, easily! 








No costly ‘changeover’ delays 
when new typists are started... 
when typists are transferred from 
departments equipped with man- 
ual typewriters ... or when vaca- 
tion and absentee vacancies are 
temporarily filled. The Remington 
Electric is ‘“‘at home” in today’s 
“electric-manual” office right 
from the start— and always, 
thanks to its fatigue-reducing 
“Natural Slope” keyboard, normal 
key arrangement and non-misfiring 
key action. Only Remington Rand, 
makers of the first typewriter 
(1873) and the first Electric Type- 
writer (1925), offers these impor- 
tant features. 


Send for free booklet ‘‘Electric Typ- 
ing Dividends’’ (RE8612) Room 1813, 
315 Fourth Ave., New York 10. 
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Techniques for Earlier Closing 
Of Monthly Accounts 


WILLIAM C. MADDEN 
Supervisor, Systems Staff, Deeo Rock Oil Corp., Tulsa, Okla. 


ARLY closing techniques are in tune 
with the times beeause the emphasis 
is on speed. When closing monthly 

accounts on an earlier time schedule, 
there are several conditions to be con- 
sidered. The purpose for earlier closing 
is to present the summarized facts in 
the form of financial statements and 
operating statistics to management. The 
nature and size of the business, and its 
organization structure, will determine 
whether ecarlier closing is worthwhile. 
There are many plants of smaller size 
where the manager knows more about 
overall results from day-to-day activity 
on his shipping platform than he would 
ever gather from a onee-a-month review 
of his financial statement, regardless of 
when it was available. 


Speed in closing loses some of its 


value if a budgeting program is_ in 
operation. If the budget is working sue- 
cesstully, the operating picture is avail- 
able in advance and the comparison with 
actual merely becomes a “polishing” 
operation, so the day of the month it 
oceurs is not vital. Assuming, however, 
that an earher elosing is not only de- 
sirable but necessary, there are various 
ways to do it. One way is to use cut-off 
dates and estimates. Let us 
that method first. 

In most businesses, esiablishinge eut- 
off dates for accounts payable items will 
work very well. A date ean be estab 
lished, like the 25th of the current 
month and, after the initial period, ex- 
penses will pretty well average out. It’s 
in the area of the sales eut-off that one 
faces danger. In principle it can work 
as smoothly as the payables, but there’s 
always the possibilitv that someone in 
authority will want those last few days’ 
shipments in the current month’s figures 
and the following month will just have 


consider 
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to take eare of itself. There’s always 
the chance that some kind of emergency 
will pop up the following month, too, 
so the cut-off date on sales loses its effee 
tiveness and the closing date slides back. 

The use of estimates of expenses and 
sales with reversal and substitution of 
actual at the beginning of the subse- 
quent month is highly controversial. 
Some proponents are enthusiastic about 
it because it moves the closing schedule 
ahead substantially. Others oppose it 
on the theory that it builds guesses into 
the financial statements. Before adop- 
tion of this practice, a close evaluation 
of earlier closing should be made be- 
cause the practice will result in’ addi 
tional accounting costs. Some statistics 
must be kept on a current 
foundation for an estimate of expenses 
or sales for the remainder of the current 
period. This involves clerical effort 
which corresponds closely with the time 
required to accumulate actual figures in 
the first place. After the strain of ac- 
count closing has been passed and the 
actual figures are available, it is neces- 
sary to go through the motions of re- 
versing the estimate and recording 
actual amounts in the books. I dislike 
the use of estimates except under cer- 
tain conditions where the physical orga- 
nization and nature of the business are 
considered, 

A manufacturing company comes to 
mind whose size increased many times 
in a relatively few years through ae 
quisition of a number of operating units 
scattered over a wide area, The acquisi- 
tions came pretty thick and fast for a 
while. From the viewpoint of top man- 
agement this was a desirable growth, 
but the accounting people at the home 
office were faced with interpreting, clas- 
sifying and summerizing a lot of eon 


basis as 
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Proposed Schedule for Close of Accounting Records 
and Issuance of Income Statement 
Jenuery end February, 195_ 


SCHEDULED COMPLETION 
Calender Day 
= : Work Dey Time Janusry February 





Item 








Finel cesh edvice and disbursements to Tab 


Finel Tulse district seles trensemittel 
Tulse office 
Fine] Refinery seles to errive in Tulse office 


Peyrolls end summary of distribution (from ares office 
Fine] materiel transfers to Tab Section 
Oil seles estimste - reverse) 


Oil sales journals - tual. 


Fine] seles trensmittels (all districts except Tulse 
P 
district) due to errive in Tulsa office... 


Seles statistics to Refinery 


Sales statistics to Tulse district 


Slose accounts peyable.. 
sales estimate journe) 

Seles statistics (all districts except Tulsa 

Journe] 2 

il reyalty checks t« 

Final gas sales to Tab 

Finel field payroll journel 
iel O and 

Journe] vouchers t 

Triel belence to Generel Led - combined. 


-ombined Gen. Led. register to Property Acctg. Sectior 


Finel runs to Property Accounting Section.... 


Income statement to 


Analyses of differences to General Ledger Section 








Fig. 1. Closing schedule. 


fusmig tacts. Mud-ot-the-month state most of them late. After the stragglers 
ments and reports arrived at all kinds were all in, the job remained to inter 


of dates, a few early in the month but | pret and classify information contained 
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in the statements, none of which bore 
much resemblance to each other. State- 
ments of consolidated operations had to 
be prepared and, in this case, individual 
plant and consolidated statements were 
needed early to permit management 
planning for availability of funds in 
each division, handling of inventories, 
ete, 


The first steps to speed up final clos- 
ing at the home office included the de- 
sign of a uniform chart of accounts and 
a standard set of month-end statements 
and reports. Costing by the use of flex- 
ible standards was adopted and standard 
cost systems were revised, or designed 
and installed, in all plants as needed. 
Sales and accounts payable cut-off dates 
were set. Dates varied between plants 
depending on mail travel time to the 
home office. Actual payables were ad- 
justed by estimates from cut-off date. 
The estimates were not guesses but came 
from schedules which contained ali 
known recurring items of expenses, such 
as utilities, plus significant additions to 
inventories. This information was avail- 
able through routing of documents 
which included the handling of copies 
of reports of material received. All-in- 
all, the liability picture, which contained 
some estimated amounts, was accurate. 


Sales received similar handling al- 
though shipping schedules provided the 
best basis for estimates. Pricing and 
costing of shipping schedules may sound 
cumbersome and it can’t be done with- 
out some extra work, but the effort was 
minimized by using regular list and dis- 
count prices to arrive at gross sales, and 
application of standard costs for cost 
of sales and inventory reduction. 


Adoption of cut-off dates and esti- 
mates in this company had this effect: 
all month-end statements and reports 
were received in the home office on a 
schedule which permitted the prepara- 
tion of consolidated statements and 
operating reports with comparisons 
against budget, all of which were re- 
leased to management by the tenth eal- 
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endar day of the following month. The 
additional cost incurred in regular 
month-end closing was more than justi- 
fied by the improvement in the timing 
of vital information reaching manage- 
ment. 


There are many ways to improve a 
closing schedule without resorting to a 
project which is limited in scope. As a 
systems man, it wouid be quite out of 
the question for me to consider this sub- 
ject without viewing it in the light of 
methods improvement. Any new or re- 
vised procedure worthy of adoption will 
shorten or eliminate (and, therefore, 
speed up) clerical operations. The com- 
bined effect of time saved through meth- 
ods improvement is bound to be reflected 
at the completion of all of the opera- 
tions which go into the month’s account- 
ing work. In addition to actual dollar 
savings, they will also show up in an 
improved closing schedule. 


A regular methods improvement pro- 
gram is often stimulated by projects 
which occur unexpectedly. Sometimes 
the results bear little resemblance to the 
job first started. In one case it was 
found necessary to regularly use over- 
time to meet a long established schedule 
for monthly closing. It was decided to 
determine how much could be saved if 
the closing schedule could be extended 
by two or three more days each month. 
Calculations had searcely begun when 
the area of investigation had to be 
changed. Instead of reporting that we 
would save x number of dollars by ex- 
tending the closing schedule, we found 
nothing wrong with the schedule as it 
stood and immediately undertook to 
find out why it wasn’t being met without 
overtime. Here’s how we did it: 


A copy of the closing schedule (Fig. 


1) was used as the focal point. We 
saved typing and duplicating time by 
preparing a schedule to cover two 
months and reduce calendar days to 
work days. Each description (which 
constituted a separate and complete 


journal voucher) was numbered for 
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eross reference, Since various combina- 
journal vouchers travelled 
through nine separate units of the ac- 
counting department, it was necessary 
to plot a workflow chart to show point 
and time of origin of source material, 
route followed, scheduled time of stops, 
final destination and use of the voucher. 


tions ol 


Since the plan was laid out on the 
basis of work days, it can be used for 
any closing period and is not affected 
by weekends and holidays. We identi- 
fied the hour of arrival or departure of 
material in each unit according to a pre- 
arranged schedule. We then inserted the 
description of accounting units, attempt 
ing as much as possible to put them in 
original source sequence to prevent con- 
fusing overlaps. We 
journal voucher reference codes trom 
the original schedule and the plotting 
job began. When the flow chart was 
completed, we were ready for the early 
steps of the next monthly closing opera- 
tions. 

We sat with the chart on the desk and 
watched the clock. As the chart indi 
cated time for movement of various 
material, we reached for the phone. 
Here is a typical example of a conversa- 
tion with a unit supervisor: 

“X material was scheduled to be in 
your unit at 10 am. Have you called 
in advance to see if it will be on time?” 

“No.” 

“Has it arrived?” 

“No.” 


“Are you ready to process it when it 
hal 


does arrive? 


“Yes,” 


This month was merely a test but, in 
tracing down the bottlenecks, we were 
usually able to expedite material to some 
degree. We learned some _ interesting 
things about people. Souree material 
was not late too frequently, but people 
were plagued by uncertainty. Someone 
may fall ill or a machine may break 
down at a critical time and cause them 
to miss their part of the schedule. So 
they prescribed overtime to insure 
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brought in our 


Historical 
failure 


catastrophes. 
ilIness and machine 
did not support their fears. 


against such 


records ol 


When the following month’s closing 
rolled around, we lived closely to every 
movement of material. Each supervisor 
knew in advance when he could expect 
the documents for his unit. When we 
saw any who were going to have diffi- 
culty, we called ahead to learn the effect 
of a few hours delay. In most cases we 
heard it would cause no problem, so we 
recommended the schedule be deliber- 
ately missed at this interim point and 
overtime avoided. The first month was 
with a reduction of 160 hours 
overtime compared with the previous 
month. By the following month it was 
eliminated completely. Supervisors took 
a new view of the schedule and it was 
subsequently shortened by two days 
without any strain and even with redue- 
tions in staff. Employee education is 
an earty closing technique. 


closed 


Personnel turnover with its attendant 
requirements for traiming, and absentee- 
ism requiring substitute help, will hurt 
a closing schedule more than it will day- 
to-day operations. To combat both these 
hazards, we devised a guide to prepara- 
tion of standard journal vouchers (Fig. 
2). This leads the most inexperienced 
help through to completion of a voucher 
with a minimum of reference to, or 
assistance by, the supervisor. 


Information is arranged on the guide 
to serve several purposes. In addition 
to guiding journal preparation, it pro- 
vides a quick reference to source mate- 
rial and the date it is available. The 
date is useful in planning, re-arranging 
and follow-up. Source material forms 
the basis by which an employee is 
guided through the entry. It serves as 
a check sheet to assure that all informa- 
tion belonging in a standard entry has 
been included. The line number on 
which source material is listed becomes 
a source code to indicate the general 
ledger accounts affected, thus removing 
any possibility of guesswork by an in- 
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Preperation of reguler journal entries 





Description: 


Journal Voucher 








Source Materiel: 


1. 


Source 
Code 


Producing gas properties 
Gathering system. . 
Products extraction plent 
Vehicles... 

General plent end. offices 
Work in process. 

Depletion end depreciation 
Cash. . 

- U.S. Government securities. 
Accounts receivable. 
Inventories - Products . 

- Materials & 
Gupplies.... : 
Deed of trust instellment 
Prepayments and deposits . 
Unamortized debt discount 
Accounts peyable: general 
Accoupts payable: taxes. 
Acerved psyrolle..... 


Remerks: 


een eno eene een nen eene 


Genera) ledger accounts effected 


G. L, 
Code 


uy 
45 
50 
60 
61 
62 
80 
81 
82 
83 


89 
90 
91 
92 


93 
gu 
95 


Accrued liebilities: generel . 
° = texes. . 

Long-term debt . 7a 

Cepitel stock. .... emcee 

Paid-in in excess of per value 

Retained earnings. . . 

Neturel gas produced and sold. 

Product seles. P 

Miscellaneous income . ee 

Geins or losses on seles of 
eseete....- 

Cents edjustments. 

Production expenses. 

Extraction expenses. ° ° 

General and administrative 
expenses . F 

Interest . 

Amortization . 

Income texes . 




















Fig. 2. Guide for preparing journal vouchers. 


experienced employee. 
A modification of this form is valu- 
able where sub-ledger accounts are used 
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(Fig. 3). This provides basically the 


same assistance except 


that 


general 


ledger account descriptions are deleted 
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ee #eeenwn even een en enene 


























Fig. 3. A modification of the form in Fig. 2, for use with sub-ledger accounts 


and spaces provided for specifie general closed is wasted if material becomes 
ledger and sub-ledger identifications. hogged down in some specialized unit. 
The speed with which accounts are Those who use punched card equipment 
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to any large extent in accounting opera- 
tions will recognize this potential 
danger. There is a tendency to mech- 
anize an application simply because the 
equipment is available. Too often this 
happens without a cost study. The re- 
sult is that the cost of material pro- 
duced is entirely out of proportion to 
its value. 

Promiscuous mechanization of  ac- 
counting functions presents another haz- 
ard. It may be discovered that the 
equipment is reaching its point of maxi- 
mum utilization and, therefore, becomes 
a sensitive area or a bottleneck. This is 
sickening when all other units are going 
ahead under full throttle toward a 
scheduled closing. There are three 
courses of action which, from a systems 
viewpoint, should be taken regardless of 
the effect that punched card equipment 
has on end-of-the-month activity: (1) 
an analysis by application; (2) a cost 
evaluation of each application; (3) a 
complete study of report usage. 

An analysis by application is neces- 
sary to control machine and manpower 
requirements, along with potential ap- 
plications. This analysis is made by 
first standardizing applications through 
the use of numerical codes. Then pro- 
vide a simple timing device by which 
machine and operator time can be re- 
corded by application for each day 
during the period of the study. Machine 
and operator time, with machine down 
time and re-run time, can be summarized 
on completion of the study and the time 
value by type of machine for machines 
and operators is established for every 
application. The relationship of total 
machine-hour production by type of ma- 
chine to total hours available will give 
the percentage of utilization by type of 
equipment. 

A cost evaluation of each application 
can be made as soon as time require- 
ments by application are known. It is 
assumed there are no installations where 
machine rates have not been developed. 


The rates obviously are based on ma 
chine utilization and include machine 
rental, operator salaries, and other over- 
head such as supplies, space rental and 
supervision. A comparison of total ma- 
chine cost for each application with an 
actual or estimated cost by some other 
method will indicate the economics of 
each application. 

The product of a punched ecard unit 
is a report. All reports should fall 
under critical inspection and should be 
subjected to the economic acids of 
eliminate, simplify or combine. Such a 
review begins as the reports come oft 
the machines and from that point the 
investigation is routine. Results will in- 
dicate whether the report can be reduced 
in number of copies, whether it can be 
presented in summary rather than listed 
form, whether it can be combined with 
some other report, or whether it is 
needed at all. 

These steps must be taken if peaks 
and valleys are to be levelled out by 
effective scheduling, and to provide the 
facts insofar as economical or uneco- 
nomical operations are concerned, At 
the completion of such a program, there 
will be no question but that the machine 
room is doing its share in the move 
toward an early closing. 

We have limited our review of accel- 
eration of accounting routines to special 
gadgets which were designed for a spe- 
cifie purpose. In all the volumes of 
material released on the subject of pro- 
cedures, these special purpose studies 
are seldom recognized. Yet, as illus 
trated by the foregoing examples, the 
spontaneous type project has high pay- 
out possibilities and contributes  sub- 
stantially to speeding office activities. 


This approach to methods improve 
ment, however, cannot be expected to 
support itself on a continuing basis if 


conducted as a single entity. It best 
serves its purpose when injected as a 
stimulant to a well organized methods 
review and improvement program. 
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A Simplified System for 
Material Variance Accounting 


HERMAN SCHULTZ 
Treasurer, Belle City Mfg. Co., Racine, Wis. 


HIS is a simplified method of ma- 
terial variance accounting. For 
purposes of illustration, a marginally 
punched card is used (Fig. 1) but the 
method undoubtedly could be adapted 
to any type of punched cards. Follow- 
ing are the prerequisites for the system : 

1. A properly coded material record 
(Fig. 2) which provides, at least, the 
following information: number, 
part number, description, standard ma- 
terial cost, invoice date, quantity, unit 
total The 6543211 in 
our illustration signifies : 

General Material Class: 654 means 
roller bearings. Specific Material: 321 
refers to Part No. 12174. Final digit 1 
is added to maintain the Part No. se- 
quence, This provides for 999 
general material classes, 999 specific ma- 
terials under each general class, and 9 
added digits to maintain part number 
or size sequence on new items. 

2. Complete bills of material and 
standard material costs for each model 
which material 


code 


cost, cost. code 


sh | de 


on variance control is 


desired. 

3. A eard or other record for each 
model to record total standard material 
cost and variations (Fig. 3). 

4. Cards for accumulating variances. 

5. Hand tools or machines to punch 
or code numbers and model 
numbers. 

An addressing machine or spirit 
duplicator to write code and part num- 
material descriptions and _ total 
standard material cost of the particular 
material which comprises each 


groove 
v. 
hers, 


coded 
model. 

Here is how the method works: The 
coded material record is set up and the 
unit standard cost of each material 
recorded, A reasonable supply of vari- 
ance cards are prepared for each coded 
material by pregrooving or prepunching 
the code and model numbers, and pre- 
writing the standard cost of the coded 
material which comprises models requir- 
ing the same material. Fig. 1 indicates 
that only two models require this par- 
ticular coded material. 
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Fig. |. A marginally punched card used as a variance record. 
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6543211 
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Fig. 2. Invoice data on material control record. 


As invoices are approved, the items 
are recorded on the material record 
(Fig. 2) for historical and inventory 
purposes. The variance percentage over 
or under standard (if any) is also re- 
corded. When a variance develops, a 
variance card is issued by inserting in- 
voice date, quantity, total cost, total 
standard cost and per cent of variation 
as found on the material record. The 
plus or minus space is also checked. 

Subsequent variation cards are issued 
in the following manner: 

Same variation as last invoice. Insert 
regular invoice information and_ total 
dollar value of the variation. Nothing 
is written in the variance per cent space 
hecause the prior card provided the 
necessary adjustment of model costs. 

Increase or decrease of prior varia- 
tion. Insert regular invoice information, 
prior variation per cent, current varia- 
tion per cent and difference of percent- 
ages with proper plus or minus mark to 
provide the necessary adjustment of 
model costs. 

The cost department then applies the 
variance per cent on each card to the 
standard material costs of the models 
listed as carrying that material; and 
determines the dollar value of the ad- 
justment. Cards are sorted and sum- 
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marized periodically and cumulatively. 
The variance totals affecting particular 
models are posted to the standard ma 
terial cost record of the models. Reports 
can be then made to management and 
interested departments. 

This method allows periodical and 
cumulative reports indicating total ma- 
terial purchased (as per accounting de- 
partment), total variances and _ total 
variance per cent, to warn of trends in 
material costs. 

A report to the accounting depart- 
ment of total variances, permanent and 
temporary, can be reeorded in the 
proper accounts affecting profit and 
loss, ete., or used to adjust worksheets 
in preparing interim or tentative finan- 
cial statements. 

A report can be made to management 
and the sales department of total perma- 
nent variances and percentages affecting 
the total standard material cost by 
models. If necessary, prompt action can 
he taken to adjust selling prices without 
waiting for time-consuming, detailed 
historical cost compilations. 

Variances resulting frem temporary 
or emergency purchases can be ineluded 
in the total variance report to manage- 
ment and the accounting department but 
should not be included in the model 
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STANDARD MATERIAL COST RECORD 
Adjusted for permanent variance costs 


Description 


Fig. 3. Material record for an individual model. 


variance reports or on the standard ma- 
terial cost record of each model. Record 
only variances of a permanent nature 
on the latter. 

If it is desirable to have a report on 
total variance and percentages by gen- 
eral material classes, it is necessary to 
issue a variance card on all material 
items appearing on the invoices even if 
no variances have developed. The cards 


then can be sorted by material classes 
and totalled to obtain total purchases, 
total variation and percentage of vari- 
ance by classes. 

The cost of equipment for a small or 
medium installation of the above system 
need not be excessive. Small installa- 
tions can be done by handwriting and 
hand sorting without purchasing ma- 
chines. 





Machine Accountants Hold Their 
Biggest Annual Convention 


HE dynamic growth of the National 


Machine Accountants Assn. was 

manifested by the attendance and 
interest evidenced at the organization’s 
third annual convention in June at 
Cleveland. This young association whose 
membership is comprised of the men 
whose interests lie largely in tabulating 
machine procedures, though hardly more 
than three years old, already has a mem- 
bership in excess of 5,000 and local 


o4 


RICHARD L. 
IRWIN 


NMAA President 
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e 
Direc OT 
200 — 
ADDING MACHINE 


BRINGS YOU 
GREATER PROFITS: 





—s > 


Selling is easy when you offer a product with customer 
appeal. And, the sensational new Burroughs Director 200” 
adding-subtracting machine really has it—eye-appeal 
and buy-appeal 


Its flowing lines have the style to grace the office of your 

most particular customer. Its ease of operation sets a 
new high in efficiency. And it proudly carries the 

Burroughs name, famed symbol of dependability. 


All-electric, the Director ‘200’ also has a special feature 
that permits hand operation at any time. Available in four 
models... 8- and 10-column capacities, with or without 
minus total... the Burroughs Director ‘‘200”’ series 
has just the right adding machine to meet your 
customer's needs. 


Yes, the Burroughs Director “200” is today’s smartest, 
newest full-keyboard adding machine—a product 
with customer appeal that will give you new opportunities 
for sales and profits. 


Burroughs helps you sell Burroughs— not on/y by providing you with a superior product— 
but with a complete promotional program, including Burroughs advertising in The 
Saturday Evening Post, Life, Time, Newsweek, Business Week and many 
other leading national publications; local newspaper mats, 


direct mail material, 
spectal displays, and many other valuable sales-building aids 


Wherever 
There's 
Business 
There's 





ia 
" * 





NMAA OFFICERS. In front, |. to r.: Don Talucci, executive secretary; R. O. Cross, executive 

vice president; Richard L. Irwin, president; Frank Beill, treasurer. At rear: Dr. S. Edgar Wirt, 

William Daniels, Milton Trammell, Harold Hatch, Donald Gerighty and Francis Miller, vice 
presidents. 


chapters in 76 American cities. Attend- 
ance at the Cleveland convention exceed- 
ed 1,100. 

The business program was made up 
largely of seminar sessions on technical 


subjects. The exhibits of some 20 manu- 
facturers generated much interest. The 
new president is Richard L. Irwin of 
U. O. Colson Co., Paris, Ill NMAA 


will go to Boston for its 1955 event. 





an office manager told us recently 
“when my assistant told me she was 
leaving and I tried to find someone with 


| HAD the shock of my life last week,” 


her abilities to take her place. Exactly 
five people were tried out before I gave 
up and realized how difficult it is to re- 
place someone. I knew then I was go 
ing to have to do something about keep 


56 


Holding on 
To a Trained 
Assistant 


ERNEST W. FAIR 


ing her and do it quick. I should have 
acted long ago and probably woulu 
have been able to do it much bette 
than now.” 

His solution was to raise her salary 
by $50 a month and getting that raise 
from management wasn’t easy. It kept 
the assistant but it added to office over- 
head which would have been much less 
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Matched Business Stationery 


In package design, good merchandis- 
ers carry the design theme throughout 
their line of packaged products. 

The same is true of a company’s 
business stationery. Here also continuity of de- 
sign provides instant recognition and creates the 
impression of a well-organized,efficient company. 

Important, too, is the paper used. You'll find 
tub-sized, air-dried Gilbert new cotton fibre pa- 
pers unsurpassed for appearance, strength, color, 


and finish. Ask your supplier. 


Gilbert 
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A GOOD LETTER IS ALWAYS BETTER... WRITTEN ON A GILBERT BOND 
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| Copeaset= 


NOW 





PHOTOCOPIER 


more versatile 
and efficient 
than ever! : 


* Tra 





ONE MACHINE DOES THE COMPLETE JOB! 


COPEASE DUPLEX PHOTOCOPIER (known abroad as Develop Combi) 
has inaugurated a new era in office copying in 60 foreign countries 
as well as the U.S.A. And now this revolutionary copying machine 
is more versatile, more adaptable, a better value than ever. COPEASE 
can now be used even with fluorescent light adjacent, or in subdued 
daylight. No darkroom’s needed. Remember—copPEaseE makes sharp, 
dry, photocopies in seconds on all types of stock up to 14” wide. 
Exposes, develops, prints in jet black on permanent snow white from 
any type of copy, colored or black and white. Office efficiency goes 
UP as Costs gO DOWN when you use COPEASE! 


COPEASE CORPORATION, Sole Distributor U.S.A., 270 Park Ave., New York 17 © PLaza 3-6692 


Manufactured under U. S. Patent No. 2,657,618 

















if careful planning had been exercised 
to keep this particular individual sold 
on her job. If you believe it is easy to 
find a well trained assistant in the open 
market, just try to do it. You'll soon 
realize how few adequately trained in- 
dividuals with a willingness to work and 
the necessary pleasing personality are 
available. 

A person who is content and happy 
will have little desire to change her job. 
One paid properly will be more content 
with her position than one constantly at 
wits end to come out even each payday. 
We’ve asked employers what they have 
done to keep job contentment high. Fol- 
lowing are the steps taken most often: 

Assure Good Living Standards. Noth- 
ing has an intelligent and_ versatile 
young woman looking for another job 
for her talents quicker than finding her- 
self in living standards infevior to 
others in the community. The compen- 
sations in white collar jobs sometimes 
satisfy slight differences but not major 
ones. 

Sometimes this calls for aid in find- 
ing better living conditions for such per- 
sonnel, helping them make contacts that 
will bring them better friends and bet 
ter living conditions, as well as in the 
pay check department. Money, by itself, 
is not the medium that keeps the assis- 
tant content at her What she is 
able to obtain in living standards with- 
in the community for that money is the 
important factor. 

Show Her a Future. 
has ambition and any 
out it is seldom of much value to an 
employer. If our assistant can 
nothing in her distant future except 
doing the same job, she can hardly be 
blamed for becoming dissatisfied. Show 
people the future possibilities of their 
work, the business trends of the future, 
the big things before them if they have 
the ability and experience to take ad- 
vantage of them. The loss of a valuable 
assistant due to her seeing a brivhter 
future in some other field means some 


one in our own industry has neglected 
(Continued on page 66) 


post. 


A good assistant 
individual with- 


see 
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ERASERSTIK 


ERASERSTIK is a 
sweetheart .. . 
Typists, Clerks, Book- 
keepers and Account- 
ants love it. 

The white polished 
wood case protects the 
famous A. W. FABER 
erasing stock — keeps 
it fresh. Easily sharp- 
ened with a knife or 
mechanical sharpener. 

A quick flick and 
errors in typewriting, 
ink or pencil disap- 
pear — leaving not a 
trace. 

Make sure your 
Dealer sells you 
ERASERSTIK, not some- 
thing “just as good” — 
because, frankly, there 
is nothing just as good. 
Ask the folks who use 
ERASERSTIK, 


FABER: 


PENCIL COMPA 





NY | 


7099... 


RVICE) U.S 


ASERS ZIK Gise 





“CASTELL 


NC, NEWARK 3." 





Machine Breaks Collating 
Bottleneck at Allied Stores 


JOHN W. SAVACOOL 
Reproduction and Mail Manager, Allied Purchasing Corp., New York 


Allied Stores Corp., Allied Pur- 

chasing Corp., New York, forms an 
important link between the individually 
operated units of the world’s largest 
chain of department, branch and spe- 
cialty steres. To the executives and 
buyers at these 74 stores located in 23 
states, APC sends a constant stream of 
literature reporting on new products, 
market conditions, store statistics, sales 
brochures, promotion suggestions, and 
other spot news so that they may better 
serve their customers. The task of 
printing, assembling and distributing 
this information falls to the mail and 
duplicating departments of APC and 
requires an average of 6000 offset plates 
and duplicating stencils per month. 


| S the central service organization of 


From 100 to several hundred copies of 
each master are run off on our six 1250 


Multiliths and two other duplicators. 
The result is approximately 16 million 
printed sheets each year. 

Unlike many companies where the 
terrific manhour burden of hand col- 
lating may go undetected because the 
work is done in a number of separate 
locations, we at Allied Purehasing long 
recognized its cost. Each working day, 
thousands of printed sheets were bottle- 
necked by the tedious job of hand col- 
lating. It was vital that these papers 
were delivered promptly because, in the 
fast moving retail merchandising field, 
delays could make them practically 
worthless. Whenever a “big” collating 
job came along, usually at the rate of 
three per week, we resigned ourselves to 
frayed tempers, overtime pay, “raiding” 
other personnel—and otherwise tieing 
up the normal work of the department 





No. of 


Copies 
Pages 


Hand Collating 
No. of 


Required Time 


Machine Collating 


Time Saved 
By Machine 


% Time 
Saved 


Required Time 





10 100) 2 jobs 
3 300) combined 


22 minutes 
(2 collating 
tables, 2 

operators) 


15 minutes 7 minutes 


(one operator) 


32% 





150) 2 jobs 
150) combined 


30 minutes 
(2 collating 
tables, 2 

operators) 


20 minutes 10 minutes 


(one operator) 





43 minutes 
(one operator) 


32 minutes 11 minutes 


(one operator) 





6 hours 
(3 operators) 


2 hours 4 hours 


(one operator) 





60 hours 
(3 collating 
tables, 5 
operators} 











7'/p hours 


52!/, hours 
(one operator) 











Comparative time study of mechanical vs. hand collating made by Allied Purchasing Corp., 
New York. Benefits of machine collating increased as the size of the job increased. 
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There’s nothin’ like color to stop 
"em cold and get ’em reading. 
And there are no better colors 
(for stopping) than the wide 
range of attention-compelling 
hues in Eastern office duplicating 
machine papers. Pinks, blues, 
greens . . . a whole rainbow to 
choose from. 

And whatever Eastern paper 
you choose, you’re assured a pa- 

r that will run well, look well, 

ave a quality feel... and, gen- 
erally, make life easier and office 
duplicating work better. 

Try it for whatever process you 


use. There’s an Eastern paper 
especially engineered to deliver 
top performance and clear, clean 
impressions. 

‘astern makes the following 
seven papers for office work: At- 
lantic Duplicator, Atlantic Bond, 
Atlantic Mimeo Bond, Atlantic 
Opaque, Manifest Bond, Mani- 
fest Mimeo Bond and Manifest 
Duplicator. 

For sample Sheets or Packets, 
ask your local Eastern paper 
merchant or write Eastern Cor- 
poration, Bangor, Maine. 





yd 
ATLANTIC BOND WUWths- PAPER 


EASTERN 





MADE BY EASTERN CORPORATION * BANGOR, MAINE 
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anywhere from three to 12 hours. 

The problem was finally alleviated to 
the satisfaction of the department, our 
collating staff and the executives of the 
company with the introduction of a 
Thomas 20-bin Tandem Collator. Within 
a few days after delivery, we had an op 
portunity to check the machine's et 
ficiency when 210 copies of a monthly 


Another view of the 
reproduction depart- 
ment at Allied Pur- 
chasing Corp. where 
16 million dupli- 
cated sheets are 
produced annually. 
The author is shown 
in center back- 
ground. 


A Thomas Collator 
in operation at 
Allied Purchasing 
Corp., New York. 
Mechanical jogger 


is on floor at left 
of operator. 


departmental summary, each 265 pages, 
had to be assembled. Normally, this job 
required five girls working at three dif 
ferent tables for 12 hours or a total of 
60 hours. With the collator, one girl 
completed the assignment in 7! hours, 
saving 521% hours on this one job. 
Similarly, 190 copies of an opera- 


(Continued on page 68) 
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. with easier-to-use 


SoundScriber’ 


DICTATING EQUIPMENT 


Only dictation 
disc playable on 
modern home 
phonographs 


Come back to your office—to find all reports, 
memos, correspondence, from your trip typed and 
on your desk... that’s easy with SoundScriber! 
Each day, drop a thin plastic disc on your SoundScriber and get your dictation 
on its way back to home base. These little green discs, the size of your palm, 
take fifteen minutes of dictation each, fit into regular envelopes. Nine of 
them for one three-cent stamp. 
You can also mail your voice to family and friends via SoundScriber, for tne 
SoundScriber disc is the only one that plays back on long-playing phonographs. 
Find out all the reasons why SoundScriber is easier to use. 





Like more information about this willing SoundScriber Corp, Dept. 0-8 


worker? Just mail the c ; 
a She Coupon New Haven 4, Conn. 


. I'd bik le di d 
Only SoundScriber Offers You: O i 
(.] I'd like to see SoundScriber 


1. On-the-Dise Secretarial Instructions 
demonstrated. 


2. Two-arm Versatility. neee 
3. Mail-Chute Size Discs. Mamaia... scncaxveseee ae a 
4. Lightest All-Purpose Recorder. fin... Niece 





New Records Set at 
NOMDA Convention 


HE 29th annual convention and ex- 
Tie of the National Office Machine 

Dealers Assn., St. Louis, June 20-23, 
set new records in attendance and ex- 
hibitors. Total registration, including 
dealers, exhibitors and representatives, 
exceeded 600 for the first time in the 
association’s history. Approximately 
one-third of the 47 booths exhibited 
European office equipment, lending a 
strong international flair to the demon- 
stration area. William Simpkins, presi- 
dent of the host St. Louis Chapter, and 
his several chairmen worked unceasingly 
to achieve this most successful conven- 
tion. 

The program consisted mainly of 
separate panel discussions on all aspects 
of electric typewriters, cash registers, 
addressing and mailing machines, adding 
and calculating machines, as well as ad- 
vertising and sales promotion practices. 


WILBUR E. WALKER 
NOMDA President 


NOMDA’s first annual awards for 
excellence in advertising, direct mail, 
sales promotion and merchandising went 
to E. S. Mason, Almond, New York; R. 
M. France and R. D. Bodkin, Office 
Machines Inc., St. Louis; Sam Payne, 
Enid, Okla.; Harold Steinke, Upper 
Darby, Pa. 

Among the resolutions passed and a 
subject of considerable discussion was 
that involving the balance between 
manufacturers’ prices, maintenance of 
fair profit margins and possible greater 
discounts. 

The newly elected president is Wilbur 
EK. Walker, Wichita, Kans.; David C. 
Silvers, New York is vice president; 
D. L. Keeney Jr., Dallas, secretary; 
Harold Steinke, Upper Darby, Pa., 
treasurer. Next year’s annual convention 
will be in Denver, June 26-29. 


Directors meet at NOMDA convention. Seated, |. to r.: Al Foxcroft, Sam Flake, J. Vincent 
Magee, David C. Silvers, Wilbur E. Walker, J. D. Romano, D. L. Keeney Jr., Harold Steinke, 
Gordon Miller, Charles Taylor, Larry Seaman. Standing: Wm. AA. Johnston, Leon Walling, 
Harry Van Zant, Charles Chappell, Fred Standley, C. W. McLane, Jack Hutter, Harold Peck, 
Harold Mann, Robert Randazzo, C. Elmer Anderson, Fred Johnson, Leonard Strealy, Harvey 


Miner, J. C. J. Martin, Al Fincher, Samuel Stein, Emil Beaurivage, J. S. Gladney, Irwin Vincent, 
Herbert Toussaint, Charles Krause Jr., Louis DeSciose, Paul McWilliams, William Dick. 


ot 
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She's turning Out Your secretary—or anyone in your office— 
can work 5—10 times faster with Facit, the 
5 ti k fully automatic calculator, made of the best 
imes more wor world famous Swedish Steel. ‘Thanks 
to its revolutionary, easy-to-learn 10-key 


every month system she can solve any calculating problem 


in one fifth the ordinary calculating time. 


She’s getting 5 times more work done every 
month! And she can operate Facit with 
one hand, leaving the other free 
for notations, checking, ete. 
v 
v 
o Pe 
f 


“as 


t\ 


\ ZN" CALCULATOR 
All the figures 
on your 


five fingess H orld’s most 
exported calculator 


FACIT INC. 


500 Fifth Ave., New York 36, N. Y. a) 114 Sansome St., San Francisco 4, Calif. 
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Finger ‘Tip 
DESK FILE 


NEEDED ON EVERY 
BUSY DESK... 


ADJUSTABLE DIVIDERS can be spaced as 
desired. Up to 20 Dividers can be set in 
corrugated strip in side channel. 


LUCITE LABEL HOLDER atop each Divider 
awaits your identification tab. 


PAPERS or Catalogs, Magazines, Ledgers, 
aeeee or Telephone Books can be held 
in file. 


ALL ALUMINUM, permanent satin finish, 
acid treated against smutting. 


NON-SKID because of corner rubber 
cushions, which also protect desk. 


SIZE EXACTLY RIGHT—? x 12 x 9'/."" high. 
ONLY $4.75 with 8 Dividers 
Additional Dividers 25c ea. 

See Your Dealer or Write: 


Evans Specialty Co., Inc. 
403 N. Munford St., Richmond 20, Va. 








| Holding an Assistant 


(Continued from page 59) 


showing it to her. 


Make Her Present Job Pleasant. 
Often we drift into a state of mind 
which ignores those on our staff or how 
they may feel toward their jobs. Con- 
cern with our own business problems can 
bring about this situation and permit us 
to overlook things we might see very 
plainly if we were an outsider. The job 
of everyone on the staff needs regular 
examination. Some little thing which 
can be easily corrected will often be 
shown up: the very something that if 
allowed to go uneorrected will assume 
massive status in the mind of an as- 
sistant. Sometimes it pays to have an 
outside person come in and give the 
whole place a thorough analysis. No 
matter how sincere we may be in search- 
ing for unpleasantries, we cannot help 
but overlook some. 

Help Her Acquire Preferred Status. 
One of the biggest attractions we ean 
offer an assistant is the position of a 
junior executive that gives her pre- 
ferred status with other people in and 
out of business. Too often our as- 
sistant is just another stenographer 
insofar as such recognition is concerned. 
Many times such recognition is not even 
accorded the individual within the office 
itself. 

Build Personal Attachment. It’s a 
natural human trait to stay where we 
feel we are needed and where we make 
personal attachments. It’s just as natu- 
ral to want to escape when it’s obvious 
no one cares whether or not we stay. All 
of us have to feel important in one 
measure or another. We derive great 
personal satisfaction from a feeling of 
our importance at the place where we 
work. We hesitate to change such a 
set up for an unknown one. We readily 
overlook unpleasant aspects of a posi- 
tion when this one is present in great 
quantity. 

A little flattery here and there, an ex- 
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MEETZ YOUR ) NEW | conse itor note, COPIES 


om ANYTHING 


* EDSEnee 


LETTERS 
TELEGRAMS 
REPORTS 
ORDERS 
STATEMENTS 
INVOICES 
(CONTRACTS 
DEEDS 
AGREEMENTS 
WENN 
AFFIDAVITS 


BLUEPRINTS 


10/x18"x10" : 
“a weighs 18 Ibs. ARTICLES 
copies up to 9” 


wide, any length Ne Tas 


...a single-unit photocopier! BANK RECORDS 
The smallest, lightest, most efficient ag 
desk-top machine available anywhere! Fully LEASES 
automatic, requires no experience to operate! . 


Saves time and money, frees your personal secretary QUOTATIONS 


from the drudgery of typing any copies, gives perfect 


black-and-white facsimiles in seconds—for pennies. WORK SHEETS 


Get all the facts about the spectacular new MICRO-FILM 
Compact and other Cormac models today! Write for 
your free copy of “MEET YOUR NEW SECRETARY,” X-RAYS 


and name of nearest Cormac dealer. 


INDUSTRIES INC. 
80 FIFTH AVENUE, NEW YORK 11, N. Y. — ORegon 5-9310 
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OFFSET 
NEGATIVES 











VACATION 
HELP? 


| CAN HELP YOU IN 
YOUR OFFICE OR OURS 


TYPING 


STENOGRAPHY 
BOOKKEEPING 
GENERAL OFFICE 


WORK 
@ PAYROLL 


© CALCULATING 


We are not an 


WITH 


‘which to work. 








employment agency 


Los | | 


Franchises 
available 
write: 
manpower, inc. 
Room 100, 
330 W. 
Kilbourn Ave., 
Milwaukee, 
Wisconsin 


The Nation’s Largest 
Temporary Help Service 


manpower, inc. 


ALLENTOWN 
BOSTON 
BUFFALO 
CHICAGO 
CINCINNATI 
CLEVELAND 
COLUMBUS 


DENVER 
DETROIT 


DES MOINES 
KANSAS CITY 
MILWAUKEE 

MINNEAPOLIS 


NEWARK 

NEW HAVEN 
NEW YORK 
OMAHA 
PAILADELPHIA 
PITTSBURGH 


ROCHESTER (WN. Y.) 
ST. LOUIS 

SAN FRANCISCO 
SEATTLE 

TACOMA 

TOLEDO 





pression of appreciation for even the 
tiniest extra contribution beyond rou- 
tine duty, a moment spent in exchang 
ing small talk and asking members of 
the staff for their opinions on something 
of importance; these are all little steps 
that show we value them at a level be- 
yond mere “tools” with which we make 
money. 

The practice of these measures is our 
assurance that we have neglected noth 
ing to make the position of a valued as- 
sistant more interesting and attractive. 
Other practices should be included when 
they manifest themselves. These are 
basic essentials that have been proven 
important in the past and will be impor- 
tant in the future. Training an efficient 
member of our staff is a difficult and 
costly procedure. It can’t be done over- 
night and sometimes it is nearly impos- 
sible to find the proper material with 
Putting these measures 
daily application is our assurance 
such a trying experience remains 
a remote possibility. 


into 
that 
only 


Machine Collating 


(Continued from page 62) 


tions report running 36 pages required 
three girls for two hours on hand as- 
sembly. Exactly the same job was com- 
pleted by machine with only one girl in 
the same length of time. Not only was a 
substantial time savings effected by ma- 
chine collating, but our study high- 
lighted other advantages. Since only one 
girl is required to operate the collator 
which eliminated our collating bottle- 
neck, other personnel were released for 
equally important jobs. Reduced over- 
time payments and salaries for tempo- 
rary employees demonstrated that the 
machine quickly pays for itself. We 
determined that no special skills were 
required to use the collator and there 
were no intricate working parts to go 
out of order. Therefore, a number of 
girls operate it, making for greater 
flexibility in scheduling work assign- 
ments. In addition, the machine itself 
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ali right to say: 
a “BUY SOME 
MmARBON PAPER” 


» 


aa 
Uno» 


NOT) 
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Smart executives say: 


“Buy HERMETITE 
Processed Carbon 
Paper.” 


The manufacture of carbon paper, 
like everything else, has advanced 
greatly through the years. Today you 
have a very wide range of qualities 
from which to choose. Top executives, 
who keep cost and performance records, 
know that it costs less in the end to 
buy the best in the beginning. You'll 
save too by following their sound judg- 
ment because it makes sense! HERME- 
TITE Processed Carbon Paper is de- 
signed to give better copies and longer 
wear on electric typewriters. Naturally, 
it’s better on all machines—manual or 
electric. 


HERMETITE Corp. 





Prove it yourself by writing to one of the 
following manufacturers for samples of 
HERMETITE Processed Carbon, 


e@ American Carbon Paper Mfg. Co. 
Ennis, Texas 

@ Capital Carbon & Ribbon Co., Ltd. 
Ottawa, Ont., Canada 
Continental Ribbon & Carbon Co., Inc 
2704 Polk Ave., Houston 3, Texas 
Kores Carbon Paper & Ribbons Mfg. Corp. 
43-49 Bleecker St., New York 12, N. Y. 
Miller-Bryant-Pierce 
Aurora, Illinois 
Pacific Carbon & Ribbon Mfg. Co. 
1451 Harrison St., San Francisco 
Write Inc. 
420 Lexington Ave., New York 17 


CARLSTADT, 
NEW JERSEY 





Building—through business—for a better 


CALL YOUR ROYAL 
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messy typing? 


Get the cleanest, neatest-looking letters you ever 

signed for only a penny a day. Just trade in your 

old typewriters at 5 years instead of 10 for new 
Royal Standards. 





What do new Royal Standards 
give you? They increase typing 
production, turn out letters you’ll 
be proud to sign, and memos and 
reports worthy of your business. 


They’ll help raise office morale, 
too, and provide better employee 
relations — intangibles that are 
hard to define but mighty 
apparent when missing. 


Besides, Royals are the 
finest, most rugged pre- 
cision writing machines 
built. They take less time 
out for repairs, too. 

An added point is this: 
Royals are preferred 214 
to 1 in business by people 
who type. So, you’re pro- 
viding your folks with 
the popular typewriter. 


America! Support Junior Achievement 


REPRESENTATIVE 
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it’s well worth while to turn in 
your old machines at 5 years in- 
stead of 10. About a penny a day 
per machine is all it costs. 


Ask a Royal Representative 
to demonstrate the new Royal 
Standard and explain the penny- 
a-day story. 


f He’s listed in the 
\ Classified 
( Telephone Directory 





Is this the 
Ageless Mimeograph? 


Quite frankly this machine was built for those who 
reach beyond initial cost for long-term economy. 


And how is this economy achieved? 


It is due to many things. For example there is 
centralized oiling with every essential point fed 
by an individual plastic tube. Such features 
allow for continuous top-speed production hour- 
after-hour, year-after-year. 

For proof in your own office, with your own 
work and your own people, simply call the 
A. B. Dick distributor listed under Duplicating 
Machines in the classified section of your phone 
book. Or, write A. B. Dick Company, Dept. 0454, 
5700 West Touhy Avenue, Chicago 31, Illinois. 

A. B. Dick® mimeograph products are for use with 
all makes of suitable stencil duplicating products. 


AB DICK 


THE FIRST NAME IN DUPLICATING 
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is highly flexible in the way various 
individual collating jobs may be com- 
bined or sectionalized. Sinee the me 
chanical collator occupies only a few 
square feet of floorspace, a large floor 
area in the mail department that would 
otherwise be reserved for collating 
tables has been released for other use. 
Since an office is basically people, the 
interreaction between the collator and 
its operators is worth a brief review. 
The collator was one piece of office 
equipment that the girls really went for 
and actually demanded to operate. It 
was apparent at first glance that the 
girl who operated the machine would 
exchange the tiring “walk around” 
variety of hand collating for a much 
more restful, simpler “sit down” job. 
At present, we have five girls in the 
regular collating section at APC, and 
all share use of the machine. It has 
been our observation that there was no 
appreciable difference in the speed that 
any of the girls learned. 


Each could 


operate it within a few minutes, work- 
ing up to full speed within the first 
half-hour of learning. Despite our large 
output of printed material, we use only 
office personnel. 

Machine collating has proved better 
than hand operations for catching 
misses, doubles and blank pages. With 
the machine, sheets fan out as_ the 
“fingers” push them toward the girl so 
that she sees the entire set in one glance 
Psychologists tell us that seeing as an 
entirety is faster and more positive than 
any other. 

In hand collating, on the other hand, 
we have observed that the faster the 
girls go to gain manua&l speed, the more 
they tend to step behind the page being 
collated so that they cannot see it 
clearly. Add the usual fatigue associated 
with such an operation and opportuni- 
ties for error can be, and are, greatly 
expanded. Based on overtime savings, 
greater departmental efficiency and 
happier employees, both management 


THE EASY way 
TO DESTROY | 
OLD PAPERS . 


i 


The new "Silver Executive” Paper Shredder destroys confi- 
dential papers, obsolete records completely . . . quickly! 
Machine is typewriter-size, neat, compact and portable— 
safe and easy to operate. Shreds paper into 1/4” strips . . . 
makes wonderful packing material. 


Write today for complete details and 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL STREET 
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purchase of a seeond machine, 


| and the mail and duplicating depart- 
| ment at APC are thoroughly sold on the 
"4 collator, and study is under way on the 
’ 
Philadelphia's 


ae, re 


created in 1952, processed 1,286 new 


j | forms in 1953. City agencies actually 
| submitted 1,328, but 42 were eliminated 
or consolidated. Another 190 forms 


which were processed during the pre- 


| vious year, were re-analyzed and revised 
to satisfy ‘changing conditions. A total 
| of 6,920 offset plates were prepared for 


reproduction not only for forms but a 

% | multitude of reports, letters, brochures, 

25 ° RAG CONTENT 4 | charts, statistical summaries and broad- 
(7 | sides. It is estimated that over 1.5 mil- 
| lion impressions were made from these 
| offset plates on city-owned offset equip- 
Possesses Old : | ment 
World beauty in : The composite average time for com- 
a laid writing ... 4 | pleting forms during 1953—from date 
yet you pay no : received to date transmitted to origina- 
SUC | =| tor—including analytic work, drafting, 
this 25% Rag composing, obtaining concurrences, plate 
making and specification writing, was ¢ 
calendar days. High priority require- 
ments for forms to satisfy departmental 
t/ Peeeen emergencies were achieved within 24 
RL Tor F | hours in many instances. The composite 
fap SRE ‘ average time for handling reprints was 
t [) e208 =| within 48 hours. This operation was 
performed during the year with an ag- 
| gregate staff of 5.4 personnel, including 
| supervision. Too many priorities or 
| failures to control stock levels for re- 
plenishment of forms prevented the 
niceties of analysis and design which the 
forms control operation was equipped 
to render. This problem was approached 
from the practical viewpoint that the 
“next time around,” improvements could 
be attained. 

There was an estimated gross saving 
of approximately $40,500 for the year 
by revisions and improvements: elimina- 

| tion of duplicatory forms; reduction of 
clerical and typing work hours by im- 
proved design; elimination of superflu- 


sheet. 


RISING PAPER CO. + HOUSATONIC,. MASS. 
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ous copies; utilization of paper based 
upon realistic retention requirements, 
size and substance; simplification of 
composition and improved reproduction 
methods. 

Wherever feasible and within the 
bounds of sound cconomy, multiple 
copy, one-time carbon interleaved forms 
were introduced. Savings promoted by 
such forms can be calculated on the 
basis of the cost of unproductive time. 
Using the salary of a Clerk-Typist I as 


a base ($2,170 a year), a 3-part snap- 
apart set saved $6.80 per thousand 
forms; 4-part set saved $9.30; 5-part 
set saved $10.80; 6-part set saved $14.10. 
Other savgngs were made by the use of 
window envelopes. It is estimated that 
15 seconds were wasted in handling and 
addressing each regular envelope. 

The records service workers of the 
department examine filing equipment 
and methods. During 1953, 95 requests 
for every kind of filing equipment and 


counts 
imprints 


@ Save the time that makes such office 
jobs expensive! 


codes 
endorses 
dates 
cancels 


@ Pitney-Bowes’ Tickometer counts, codes, 
imprints—labels, tickets, tags, coupons, 
checks, ete. ... up to 1000 pieces a minute. 

@ Works far faster than anybody can count 
or code by hand. And so accurate banks use it 
to count currency! 

@ Easy to use, does not require trained 
operators. Pays for itself quickly. Ask the 
nearest PB office to show you or write for 
free illustrated booklet and case studies. 


Tickometer 


Pirney-Bowes, Inc., Makers of the Postage 
Meter, 3464 Pacific St., Stamford, Conn. 
Coast-to-Coast service in U.S. and Canada. 


PITNEY-BOWES 
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MASO’S NEW 
STEEL CHAIR SUITE 


5 Beautiful Matching Pieces! 
Have All The Sales Features 
The Exacting Customer Wants! 


* Looks * Comfort * 
Durability 


Efficiency * 


No, 1050 
Desk Side 
Arm Chair 


No. 1000 
Matching Swivel 
Arm Chair For 

Executives 


No. 1005 
Matching 
Secretarial 
Posture Chair 


Priced To Sell! 


The three Chairs illustrated and the new Junior 
Executive Posture Chair and the armless Side 
Chair all match perfectly. The Swivel Chairs 
meet the most exacting demands of the working 
executive. Denote his executive status and blend in 
with any decorative scheme. Chair adjustments tc 
fit the individual are made quickly, easily. 

Open arms and backrests assure cooler seating 
comfort. Scientifically padded spring cushion seat 
assures less seating fatigue ay long working 
efficiency. Wide choice of colors and fabrics. All 
are top quality throughout of top quality materials. 


Top Quality — 


Write For Literature — Nearest Dealer 


MASO STEEL PRODUCTS 


Dept. O, 53 W. Jackson Bivd., Chicago 4. -II! 





accessories were carefully reviewed. 
Many modern types of filing equipment 
were recommended and introduced. 
Wherever possible, 5-drawer filing cabi- 
nets were recommended instead of the 
requested 4-drawer cabinets. 

All the records management studies 
and microfilming projects were accom- 
plished during 1953 with an aggregate 
staff of 8.2 persons, ineluding super- 
vision. At the beginning of 1953 the 
department had only one qualified ree- 
ords examiner and one trainee on the 
payroll. An assistant chief joined the 
department in May. Because record ex- 
aminers could not be recruited from any 
source whatsoever, it became mandatory 
to recruit personnel from a list of “man- 
agement trainees.” Two persons were 
hired and have proved satisfactory. 
Trainees were not given formal training, 
but placed directly in records projects. 
This training was sugmented by numer- 
ous conferences conducted by the chief 
and the qualified records examiner. The 
activity was supplemented by acquisi- 
tion of a library of basic texts, pertinent 
current publications, and a comprehen- 
sive file of trade literature on the latest 
types of file, photocopy and reproduc- 
tion equipment. Scheduled examination 
of the records of many city depart- 
ments remains to be done. The future 
of our work is immense. 








\« 


saw 


“Touche. 
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WHEN YOU USE 


The SURE-RITE Green Film) 
Stencil and the SURE-RITE == ee 


Stencils save time 
ge Speedry Ink Because "Easy on the 


ae 
Your staff saves work, saves mer omen eyes” green reduces eye 
money ... efficiency and production ine | | 7) > Mote awe Cae 
’ crease - » » when you use this new, finer 57 wT a ber o8 
on combination in your office. 
your Sure-Rite Dealer to show you 
how to have duplicated forms printed 
and dry in seconds. For the name of your 
Sure-Rite Dealer—and a FREE SAMPLE 
—mail the coupon today! 










The new Sure-Rite Eye-Eze Green Film Stencils are — 
now equipped with the patent-pending Eye Tabs — 
that eliminate the messy glue, are much easier to 
correct, and are superior in every way. 








DEALERS: 


You save your custom- 
ers time and money— 
increase their office effi- 
ciency — when you sell 
Sure-Rite duplicating 
supplies. Write today 
and we'll tell you how 
you ~~ an more 
money by keep’ your 
customers satisfied with 
Sure-Rite products. 














. DUPLICATING SUPPLIES ~ 
American Stencil Mfg. Co. ey 


Denver 5, Colorado a 


DEALERS EVERYWHERE 


AMERICAN STENCIL MFG. CO. 
Denver 5, Colorado 










Please rush my free sample of the new Sure-Rite Green Film Stencil and the 
name of my deal 


r 
Wee Aiko - e Fe 
Address ...... “e 8... 
City 


GoeeunecegaPeseeuerveaevrweveveasece 









“In the Midwest, call your local Panama-Beaver Man—always a live wire.” 











ACCO 


FASTENER 





The ACCO Unit System of Filing 


—brings all related papers together 
at the filing desk. Subsequent file 
matter during the year is perforated 
with the standard office punch of 
234” centers, is 

filed with the 

established file 

unit for “custo- 

mer” or “subject” 

and stays in file 

indefinitely, a 

ACCO. 

bound unit. 


secure 


When reference is required the 
bound unit is drawn from file with 
assurance that all related papers 


are together, in proper sequence, 


and protected 
from loss or mis- 
placement in the 
reference and 
handling that 
may follow be- 
fore the file is re- 
turned to its 


drawer or cabinet. 


Basic Accessories to ACCO Unit Binding: 


ACCO FASTENERS 
No. 12-1” cap. ACCO 
No. 22-2” cap. ACCO 
No. 324 - 34” cap. ACCO 
(27 other styles and sizes) 

ACCO Punch 


No. 10 — 23/4"centers (1/;”) 


ACCOBIND Folders 
of fine Pressboard to fit all 
systems. 

ACCOPRESS Binders 


of fine Pressboard for all 
loose leaf forms. For ex- 
ceptional economy. 


Sold by all Commercial Stationers 


ACCO PRODUCTS Incorporated, OGDENSBURG, N. 


In Canada: ACCO CANADIAN CO. LIMITED, Toronto 





Tue Orrice—August, 1954 





“RR LOW-PRICED VARF-TYPER. 


Especially Designed for Type Composing on Stencils! | 
HUNDREDS OF INSTANTLY CHANGEABLE PRINT-STYLES 


wanna FY : 
arene 


MODEL M1 
BUDGET PLAN 
ONLY $48 DOWN. 


..- Savings will 
materially lighten 
the already modest 
balance of twelve 
monthly payments. 


RALPH C. COXHEAD CORPORATION 
720 FRELINGHUYSEN AVE. - NEWARK 5, N. J. 
Please send VARI-TYPER Booklet C-13 


COMPANY 
ADDRESS 


ATTENTION... DISTRIBUTORS OF STENCIL DUPLICATORS .., 
Write for details of new distributor plan. 
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ADDING MACHINE 

surroughs Corp., Detroit 32, Mich., en 
ters the 10-key field with the 
Ten-Key electric adding machine. It is 
long, 84” 
Styled by 
durable 
finished in two-tone 


2 7 r 
surroughs 


competitively priced and 13” 
wide, 7” high; weighs 16 Ibs. 
George W. Walker, the 
aluminum case is 


cast 


amber gray blended to eliminate reflected 
glare of artificial and natural light. The 
machine’s low silhouette provides maxi- 
mum operating comfort for touch finger- 
ing. A hand’s span easily covers the 
adding and electrically operated control 


keys. The adding mechanism is suspended 
on rubber mounts for quiet 
Electric cord is detachable and there is a 
durable transparent plastic tear-off blade. 


operation. 


CASH REGISTER 
National Cash Register Co., Dayton 9, 
Ohio, makes a cash register for retail 
stores and supermarkets which computes 
the customer’s change. Designed after 
extensive research in the field, this ma- 


80 


chine lists and totals purchases as usual. 
Then the elerk rings up amount received 
from customer and it appears at the top 
of the register to be seen by customer 
and clerk. key 
puts the amount of change at the top 
of the machine. Machine 
receipt listing each 
amount received and change due. 


Pressing the ‘‘change’’ 


issues a 
total, 
When 
customers pay for purchases with a check 
of an odd amount (like a paycheck), no 
pencil work is needed to figure change. 
Salesperson ring up refunds 
(like bottles) or coupon 
credits which are automatically listed and 


also 


item sold, 


ean also 


deposits on 


ig oe 


subtracted from total purchases. Dis 
counts and markdowns can be similarly 
handled. Both merchant 
are protected by machine computing and 
machine locked-up 
every transaction. If clerk accepts less 
than amount of purchase, machine will 
not compute change but will indicate 
how much more is owed. Full informa- 
tion from above address. 


customer and 


record of 


keeps a 
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INSERTING MACHINE 
Printing Devices, Inc., 1707 North 25th 
Ave., Melrose Park, Ill., makes the Model 


51 Insertomatic, a table model, motor 


driven automatic inserter for use with all 
envelope sizes from No. 6 to No. 10. It 
is easy to operate and has two feeding 
units: one for envelopes, the other for 


wn ge e : diab Oh Fegan 


enclosures. Multiple enclosures (like a 
letter, advertising piece and return card) 
can be inserted if these are collated first 
and fed to machine as a unit. Machine 
makes 3000 insertions an hour, is 40” 
long, 18” high, 14” wide; 75 lbs. with 
1/5-hp AC motor; costs $795 f.o.b. above, 
delivery about 90 days. 


STEEL SHELVING 

Borroughs Mfg. subsidiary of 
American Metal Products Co. of Detroit, 
3002. N. Burdick, Kalamazoo, Mich., 
makes steel called 
sorroughs Unitized Flexi Steel Shelving. 
Each individual unit is complete within 
itself. No part depends on unit next to 
it. Any unit can be moved independently. 
Any shelf within a unit can be moved 
without disturbing shelves in adjoining 
units. Entire unit is quickly and easily 
assembled. A heavy gauge shaped post 
for open shelving gives added strength. 
A one-piece closed upright for 
shelving (only one piece to handle, no 
bolts) saves erection time. Shelves are 
supported by shelf-support brackets. You 


Co., 


simplified shelving 


closed 
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simply insert shelf support brackets intu 
rectangular holes spaced 3” apart in 
posts. No studs, bolts, nuts or lock wash- 
ers are required. Shelf is then tilted 
into shelf-support brackets and ready for 


loading. If desired, shelves can be locked 
in place with a shelf lock 
pressed into position. No special tools 
are needed; just a tap with a hammer 
will do the job. 
address, 


which is 


Catalog free from above 


VERTICAL SORTER 

8012 S. Chicago Ave., 
Chicago 17, Ill., makes the Vert-A-Sort 
vertical sgrter. Metal spacers on each 
index allow easy action. Every division 


Kohlhaas Co.,, 


is separated and the air space between 
makes them 
easy to find because every index tab is 
visible. 


cards easily movable and 


Metal guide rings on each inde» 


assures smooth movement on chrome 





plated guides for speedy operation. Each 
guide is independent and will support the 
weight of filed independently. 
The guide sits at the correct angle for 
reading and filing. 
with coated cork impregnated rubber to 
prevent scratching, slipping and tipping. 
Sorter can be pulled partially off edge 
of desk to file at end of without 
fouling front through 
spacer complete 
clearing of Vert-A-Sort in seconds. The 
40 years 


material 


Solid base is of metal 


case 
section. A _ hole 


each permits visual, 
Vert-A-Sort represents Kohlhaas’ 
of experience in the manufacture of sort- 
ing devices. Write for a free booklet, 
‘‘Kohlhaas Vertical Sorters . . . the 
Product and the Sorting 
Efficiency.’ 


Answers for 


OFFSET PLATE 

Harris-Seybold Chemical Division, 5308 
Blanche Ave., Cleveland 27, Ohio, an 
nounces the Harris Sensitized Photo- 
Offset Plate for all offset dupliecators up 
to 22” x 34” presses. This presensitized 
plate is made of heavy gauge sheet alu 
minum and will not stretch, tear or kink. 


Because its thickness resists stretching 
in the plate clamps, it will hold register 
for multi-color work. It is uniformly 
coated on both sides by a dipping proc 
ess anda special technique fuses the coat 
aluminum, Its 


ing to the smooth, un 


grained surface allows precise halftone 


dots to be formed, without distortion, to 
provide ‘high quality halftone reproduce- 


tion. Because of its longer shelf-life, the 


Harris plate allows economical purchas 


ing of adequate inventory. Plate can be 
processed from package to press in’ less 
than five minutes. Literature from above 
address gives prices, sizes, instructions 
and location of dealers. 


ADDING MACHINE 
R. C. Allen Business Machines, 
679 Front Ave., N.W., Grand Rapids, 
Mich., makes an adding machine that will 
It is adapt- 


Ine., 


produce five separate totals. 
able to all 
from inventory to daily tallying of de- 


businesses for everything 


partment sales and allows simultaneous 


addition of four separate department to- 
tals with the fifth department total read 
ily available. Each department, includ 
ing the grand total, has a totaling e¢a- 
pacity of Machine is ideal 
for distribution and analysis jobs. It is 
used to advantage to analyze invoices 
for: classification of sales by types of 
product sold; classification of sales by 
salesman for figuring bonuses and com 
missions; to classify tax exemptions for 
sales tax reports; for summary entries in 


sales journal; to analyze charge slips in 
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department stores or other businesses to 
get break-down of amount of sale, sales 
tax, 10% excise tax, 20% excise tax; to 
analyze sales figures to give volume of 
activity in 
simultaneously for comparative purposes 
and many other specialized jobs. A silent 
universal motor allows use of AC or DC. 
Keyboard’s operation main 
tains maximum efficiency with automatic 
clear automatie space-up from 
total, transparent paper tear-off knife, 
convenient writing table and all other 
features incorporated in R. C. Allen Elee 
Write 


above address for more information. 


several store departments 


add-speed 


signal, 


tric VisOmatie adding machines. 


THIN PAPERS 
Esleeck Mfg. Co., Turners Falls, Mass., 
the only company 
content thin papers for over 50 years, 
offers a free sample book of their onion 
skin and 


specializing in rag 


manifold bonds for air mail 


rf P: 


Fidelity Onion Skin + Superior Manifold + Clearcepy Onion Shia 














stationery, forms, copies, advertising lit 
thin 
save typing, mailing and filing expense 
by eliminating bulk and weight but they 
are not flimsy. Made in white and six 
colors; three surface finishes. Write above 
address for the free sample book. 


erature, ete. Rag content 


papers 


CALCULATORS 
Heinrich Diehl, GmbH, Stephanstr. 49, 
Nurnberg, West Germany, makes Archi- 
Caleulators in several electric 
Model BN has automatie short 
cut multiplication, 


medes 
models. 
automatic negative 


multiplication, full keyboard eapacity for 


divisors, automatie positive or negative 
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quotients, automatic dial clearance and 
carriage return. Model D has all the 
foregoing features plus automatic divi- 
dend any position, auto- 
matie clearance of the ‘‘1’’ 
revolution register, automatic 
of product and 
beginning of 


tabulation in 
from the 
clearance 
revolution registers at 


each division, as desired. 


Model FE 


rect results of addition and subtraction, 


Their economical provides di 
electrically controlled positive and nega 
tive multiplication and division, aceumu 
lation of products and quotients, indi 
vidual or total dial clearance, and auto 
matie carriage return. All models avail 
able in capacities of 9 x 9 x 18 and 8 x 
7 x 15. Complete information from above 
address, 


FLOOR MAINTENANCE 
West Disinfecting Co., 42-16 West St., 
Long Island City 1, N. Y., offers a free 


32-page booklet, ‘‘ Proper Care of Floors,’’ 


83 





which describes a three-step program for 
cleaning, sealing and maintaining all 
kinds of floors. Maintenance personnel 
are advised to get out all imbedded grit, 
grease and dirt with a cleaner 
especially for the floor being treated; to 
seal the floor against future dirt pene- 
tration with the proper sealer; and pro 
tect the cleaned and sealed floor with an 
appropriate anti-slip wax. A wall-chart 
condenses the information for ready ref- 
erence by 


made 


maintenance personnel and 


contains no mention of specific products. 


BI-METALLIC OFFSET PLATE 

Plate-O-Lith Co., 116 East 27th St., 
New York 16, N. Y., offers the Plate-O 
Lith Stainless Steel Offset Plate which 
will produce a million impressions. This 
i bi-metallic plate. with a 
steel base and copper coating. It has 
great sharpness for halftone work and is 
suitable for linework on forms or other 
subjects which are to be rerun a great 
many Multilith or Davidson 
duplicators without remaking plates. It 
is available in any size and will not scum 
up. This firm also offers fast service on 
zine plates for all regular work. They 
will gladly advise which type of plate to 
use for different subjects and number of 


is a stainless 


times on 


impressions. Write above address for in- 
formation without obligation. 


PHOTOCOPIER 

Charles Bruning Co., Dept. 605, 4700 
Montrose Ave., Chicago 41, Ill, makes 
the Copyflex 100, a high speed, desktop 
photocopier which will make up to 300 
hlack-on-white one or 
many originals in an hour at less than 
2c per letter-size copy. It copies mate 


exact copies of 


rial up to 11” wide and any length. It 
can be used anywhere by a seated per- 
completely self-contained and 
plugs into any standard 115 v. outlet. 
Copies are made by the diazo process and 
originals on opaque paper can be copied 
by using Bruning’s reflex film. The Copy- 
flex 100 is priced at $495 f.o.b. above. 


TYPEWRITER DESKS 


Globe-Wernicke Co., Dept. 
6-0, Cineinnati 12, Ohio, 
makes Streamliner Metal 
Typewriter Desks which 
allow secretaries to easily 
raise or lower the type- 
writer platform from a sit- 
ting position without tug- 
With the 
scientific are 
that 
the secretary does to bring 
platform 
into typing position is to 
gently pull it forward from 
the pedestal. When fully 


extended, mechanism raises 


son, is 


ging or yanking. 
exclusive 
swing mechanism, all 


the typewriter 


the platform upward in an 


are swing and into posi 
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REX-ROTARY 
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The B D C mimeograph produces the kind of copies often referred to as printing 
press quality. Each character is clean and sharp. There are no ragged, feathery 
outlines that typify ordinary mimeograph work. The secret is the unique B D C 
design that has revolutionized mimeograph standards. Similar to a printing press, 
the B D C uses the same kind of ink printers use—a heavy paste that cannot 
flow or spread or feather. Because this quality result is inherent in the machine 
and ink, any office worker gets printing press quality routinely—yet always stays 
clean because the B D C can’t leak. Write for complete information. Bohn 
Duplicator Corporation, 444 Fourth Ave., N.Y. 16, N.Y. 





tion. Concealed latches at rear of plat 
form snap over engaging studs concealed 
within the pedestal on each side to hold 
the platform rigidly in typing position 
and prevent it from being accidentally 
lowered. To lower the machine, the see- 
retary simply presses on the release bar 
located on top of the platform. This re- 
leases the latches and permits the plat 
form to be gently lowered in an are 
swing. The platform with typewriter can 
then be moved back into the pedestal. 
The are swing mechanism allows gener 





FOR ALL NOISY 
OFFICE MACHINES 


ous clearance so that the platform may 
be raised or lowered without centering 
the typewriter carriage. Illustrated lit 
erature fully deseribing all Streamliner 
Desks is free from above address. 
PORTABLE TYPEWRITERS 
Underwood Corp., 1 Park Ave., New 
York 16, N. Y., have introduced two 


AT ITS SOURCE! 


The triphammer clatter of uncon- 
trolled office machine noise jangles 
everyone's nerves and reduces of- 
fice efficiency. Sof'Tone Acoustical 
Cabinets absorb this noise and re- 
duce sound volume 50%. 


QUIET office noise with Sof'Tone 
and greatly improve efficiency. 
Everyone works in comfort — pro- 
duces more. 


Results guaranteed or you do not 
pay. 


Write today for details. Give machines, 
makes, models you use and measurements. 


ASSOCIATES 


88 COMMERCIAL ST. ; 
ROCHESTER 14, N. Y. portable typewriters in which green is 


the keynote in response to teen-age de- 
mand for advanced design machines with 
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PAYS FOR ITSELF 
OUT OF SAVINGS 


Enjoy high-speed efficiency of mechanized mailing 
without cost. Machine pays for itself from savings, 
often within months. It completely prepares mailings 
for only 77c per M—gathers, inserts enclosures, seals, 
meters postage, counts, stacks. 

Write for ANALYSIS & PROPOSAL 


Let us analyze your present procedures, show you 
with facts and figures how much you can save. 


INSERTING & MAILING MACHINE CO. ¢ PHILLIPSBURG, NEW JERSEY 


SSSSSSSSSSSSSSSSSSSSHSSSSSSHOSSSSSHSSSSSSSSHUSSOSSSOSSSSSHSSHSISSSESOSSESSHESEESOSSOSEOOS 


e COUPON e 


INSERTING AND MAILING MACHINE CO., Dept. OF. 
PHILLIPSBURG, NEW JERSEY 


We would like an Analysis & Proposal Send more information about /nsertiny 
relating to our mass mailing & Mailing Machine 


individual 





$$$ a —_———-3 
GATHERS ENCLOSURES INSERTS INTO ENVELOPE SEALS ENVELOPE PRINTS POSTAGE INDICIA 
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eye appeal. Color styled to win favor 
with the 


wood 


student population, the Under 


Deluxe is a two-toned, non-glare 


ivy green. A second entirely new model, 
the Universal, is a darker Brewster green, 
equally fASVY On the eyes, Color selee 
tion was based on a national survey of 
teen-age preferences which showed that 
they prefer distinetive coloring ‘‘in ev 
they \side from the 


departure in color, both new Underwoods 


eryvthing buy.’’ 


incorporate up-to-date mechanical im- 
Housed in a chrome-fitted 
Deluxe has See-Set 
margins, tuning, key-set tabula 
tion, full seale keyboard, variable line 
spacer and other advanced features, The 


Universal offers a balanced segment shift, 


provements. 
carrying case, the 


touch 


See-Set margins, single, double and triple 
keyboard of 
ribbon 


spacing, standard spaced 


finger form keys and automatic 


reverse. The Underwood Deluxe is listed 


“letters 
look better 


On 


WESTON BOND” 


Challenge your printer to 
improve the quality and 
impressiveness of your 
letterheads at no extra cost. 
He’s sure to recommend new 
Weston Bond, a rag content 
paper made better by 
Weston. Write for sample 
book. Address Dept. OF. 


BYRON WESTON COMPANY, DALTON, MASSACHUSETTS 
Makers of Papers for Business Records since 1863 
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at $107.50 plus $6.65 Federal Excise Tax; 


the Underwood Universal at $89.50, plus 


$5.50 tax. 


STENCIL COMPOSING MACHINE 

Ralph C. Coxhead Corp., 720 Freling 
huysen Ave., Newark 5, N. J., will dis 
tribute the Model M-11  Vari-Typer 
through stencil duplicator 
agents because such dealers are so often 
method of 
type composition for stencil duplicating. 


dealers and 


called upon to recommend a 


This allows duplicator dealers to render 
greater their 
increase their business. 


customers and 
The M-11 Vari 
Typer is specially designed to prepare 


service to 


duplicating stencils in a variety of print- 
like different 
sizes. Electrically controlled impressions 


tvpe faces of stvles and 


assure each character receiving uniform 


impact regardless of operator’s touch. 
The M-11 sells for $486 with 
two type fonts, installation and service; 
can be bought on plan. 
Dealers’ sales aids are included in this 
plan. Dealers can get complete details 
from above address hy requesting Cata- 
log C-13. 


PERFORATED TAPE 
Ribbon & Ticket Paper Co., 200 


road Ave., Paterson, N. J., offers 
samples of Ribeo perforated paper tape 


choice of 


time-payment 


Rail 
free 
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New Adding Machine by Friden 
helps you figure the natural way 


...to feel how each finger 
falls into natural working position 
on the keyboard (right or left hand) 
eliminating time-wasting motions 
and decisions in key selection 


Expect a fresh experience in easier, simpler 
figuring when you first put your hand on 
this new “Natural Way” Friden Adding 
Machine. Ask your nearby Friden Man to 
bring in one of these new machines for you 
to try. Friden sales, instruction and service 
available throughout the U.S. and the world. 
FRIDEN CALCULATING MACHINE ING., 
San Leandro, California. 


co., 


A PRODUCT OF 


rriden 


THE THINKING MACHINE OF AMERICAN BUSINESS 


... CREATOR OF THE 
FRIDEN 
FULLY AUTOMATIC 
CALCULATOR 


89 





_——_ o om ee ow ow 


Puddle- 
Proof! 


HE office pet—the new 

Morris SAFE-T-SET with 
our exclusive safety feature, is 
“house-broken!” ‘Tip it... tilt 
it... turn it upside down. It 
won't spill. It won’t leak. /t’s 
Puddle-Proof!—can’t soil cloth- 
ing. The SAFE-T-SET well is 
easy to fill—holds many months 
supply of ink. Choose the color 
and Morris hard-tip pen point 
you like most. ‘The new puddle- 
proof SAFE-T-SET is manufac- 
tured by the foremost name in 
the field of matched desk-top 
equipment — Morris. See your 
stationer or office supplier today. 


The leading makers of desk top equipment. 
BERT M. ORRIS CO. 


8651 W. THIRD ST., LOS ANGELES 48, CALIF. 
In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd. 
Montreal, Quebec 


Oe ee ee ces ee es ee ee os 





with descriptive folder, to commemorate 
the 60th anniversary of their introduc 
tion of perforated tape for communica 
tions machines. Tape is now used to 
operate common-language office machines. 
Specify type of tape used or desired 
when writing for sample. 


INTERCOM 


David Bogen Co., Dept. O, 29 Ninth 
Ave., New York 14, N. Y., makes the de 
luxe Communo-Phone, offering wide ver 
satility for a system with one master 
station and several remote stations or one 
with all master stations. Masters have 
10 or 20 station selectors and are de- 
signed for simple operation. Volume can 
be controlled and plug-in handset used 


for privacy. It is impossible to eaves 
drop on a master station and a discreet 
busy signal indicates whether the person 
you want is talking or listening. You 
can interrupt him when he is listening if 
your message is urgent. Installation is 
simple. Models are made for AC and 
AC-DC with UL label. Stations can be 
added or disconnected at any time. Illus 
trated folder showing the complete sys 
tem with prices of all items is free from 
above address. 


OFFSET PLATE SOLUTION 


Sun Supply Co., 1010 44th Ave., Long 
Island City, N. Y., offers a free copy of 
the 22-page Army Map Service Bulletin 
No. 32 describing the characteristics, use 
and results obtained with a photo-sensi 
tive coating called Metalife for prepara- 
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Here’s the dial 





that will cut 
your 


printing bills! 


with Continumatic Inking 





Simplicity ... cleanliness... 
economy ... versatility ... never 
available before in any stencil 
duplicator! 


Because the quality of Gestetner duplication 
is so high . . . Gestetner owners are finding 
that jobs which once had to be sent out can 
now be done right in the office—quickly, 


economically. Ask for a demonstration ! 


Duplicating at its finest—since 1881 


Sales and Service from Coast to Coast 
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Use this check list when you buy a duplicator 


/ Is it simple to operate? With the Gestetner, al! 
you do is dial the ink density you want, then dial 
the number of copies you need. Simplicity itself! 
Is it clean to operate? Only Gestetner uses 
paste ink —from a tybe that clips into the machine 
No pads, cans or brushes. 

J A range of colors—easily changed? Only 
Gestetner offers more than a dozen attractive colors 
which can be changed quickly and easily 
Is the price right? Most people are genuinely 
surprised at the Gestetner’s low price—for a 
machine with so many unusual advantages 


SEND FOR YOUR COPY 
OF THIS USEFUL BOOKLET 





cS SL Se 


Gestetner Duplicator Corp., Dept. 26 
50 McLean Ave., Yonkers 5, N. Y. 


Gentlemen: Please send me a copy of your new booklet 
"30 Ways to Get the Most from Your Duplicating 
Equipment"’ 

Nome 

Company 


Address 


City, Zone, State 











The modern portable that does the job of a 
large typewriter. Fast — Smooth — Precision 
built, it ha everything you could ask for. 
Check it's nine plus features many of which 
are not found on any other machine, 


@ Six tabulator stops 
@ New improved ‘margin stops 


@ Automatic paper feed with transparent line 
adjustment plate 


@ Automatic spring-release paper support 
@ Paper bail pulls way out to the front 

@ New glarefree spring-cushion keys 

@ Touch adjustor controlled by rachet 

@ Standard machine line space lever 


@ Lock lever holds carriage in place when 
carrying in case 





INTER-CONTINENTAL TRADING 


CORP. 
90 WEST STREET + NEW YORK 6, N. Y. 





tion of offset grained and grainless plates. 
It describes the ability of Metalife coat 
ing to produce plates for long runs, as 
well as plates that are relatively un 
affected by atmospheric changes or hu- 
midity either before or after exposure. 


FILING SHELF 

Sengbusch, 1274 Sengbusch Bldg., Mil- 
waukee 3, Wis., makes the File-A-Sist 
which hooks on the side of any vertical 
file drawer at such an angle that papers 
in it do not slide out the open side. Made 
of 20-gauge steel, the File-A-Sist tray is 
94%" x 12%” and available in gray or 


grecn enamel. It speeds filing by keeping 
all sizes of paper and card records in 
order while leaving the user’s hands free. 
File-A-Sist retails at $2.75. With every 
dozen trays, dealer receives 500 illus- 
trated blotters with his imprint, free. 
Literature from above address. 


CHECKSIGNER INSURANCE 

Cummins-Chicago Corp., 4736 Ravens- 
wood Ave., Chicago 40, IIL, 
that purchasers of Cummins 


announces 
Automatic 
Checksigners will be insured against loss 
due to forgery or alteration, under a 
policy issued by one of the world’s best- 
known insurance carriers. Extent of cov- 
erage varies on machines of various sizes. 
On the largest Cummins Checksigner it 
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new improved PORTABLE 
PAPER GATHERING MACHINE 


saves time and expense 
anyWwhere...anytime! 











>» Most companies recognize the 
fatigue and confusion created by the 
task of assembling sales bulletins, 
price lists and other types of dupli- 
cated papers into sets. Yet because 
these operations may be “spread 
out” through many different depart- 
ments, it is often difficult to realize 
that they cause hundreds and thou- 


sands of dollars of neealess expense. 
FEATURES 


With this light weight compact 
Thomas Table-Top Collator, you 
can put 8 extra helping hands to 
work anywhere there is a paper 
assembling job to do. One operator 

. working easily and comfortably 
gathers completed sets twice as fast 
as by old-fashioned hand assembly 
methods, with verified savings to 
50%. And the Table-Top is accurate 
as well as fast . . . permits a constant 
check on every collated set so that 
blank or misprinted pages don’t slip 
through . . . so simple that anyone 
can operate it. 


For full obligation-free informa- 
tion, write to Dept. B. 


 —— re ol lo tors 


Specialists in Paper Gathering 
30 Church St., New York 7, N. Y. 


Light weight and compact—occupies only 
16” x 27” of desk space. 
a . ° . os ee 
5 and 8-bin models available. 
. aa . . . . . 
Tilted bins and patented Ejectomatic feed — 
assure smooth, dependable operation. 
. . . . .* . . 

Hand lever can be located right or left — 
for operator's maximum convenience. 
aa . . * . . . 

No set up time—always ready for use. 

” . . ° ° - . 
1-year guorantee— maintenance costs 

practically non-existent. 


> 9 2-22... 


Permits collating of both 812” x 
812" x 14” sheets. 


eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 


FREE. Write for Collating Demon- 

stration and/or Coilating Analysis 

Sheet . . . shows you how to save 

up to 50%. Also available, free 

bulletins on new Table-Top 

A Model, floor models, and high- 
® speed Tondem. 


135 SALES AND SERVICE OFFICES FROM COAST TO COAST 


THe Orrice—August, 1954 





CODY anything in seconds ... with 


fotrrapid 





. ] This newest development in »hotocopy machines, now available in one 
SLIN PLE——compact unit, 15''x2434"' overall, with only one knob to turn, can be 
operated easily by any girl in your office. 


handsome ——Glossy black with white trim — looks well anywhere 


-_ ____No matter how fine the detail, or what the colors, if you can see it in the 
accurate original you will see it in the photocopy 


. Produces exact, letter-perfect copies up to |4'' wide—whether the original 

versatile- ~is single or double sided, opaque or translucent, white or colored 
Photorapid's legally accepted copies are ready for instant use, eliminating 
costly typing, hand copying and checking — or costly outside copying. 
With Photorapid you can make single side copies, double side (to reduce 
filing space), transparent copies for use as masters with diazo or blue- 
prints, tissue copies for air mail — all at an unbelievably low cost. Also 
two-part models for copying from books without removing or injuring 
pages 


fast—in seconds your finished, perfect copy is ready 


. Closed tight when not in use. 
unique advan tAZeCS——Non-metallic construction prevents corrosion 





OFFSET USERS! 


Photorapid Transparencies make ideal masters for use 

with the new positive-working aluminum presensitized 

plates. From original to offset press in 6 minutes or less. 
Write for details. 











Dept. 07, 105 Chambers St., New York 7, N. Y. BArclay 7-4150 
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is $25,000. Insurance continues as long 
as machine remains under factory service 
contract. ' 
insurance; it is included as part of the 
purchase price. Insurance in no way de- 
pends on the paper or ink used in print- 


ing the checks, or on whether the cheek | 


is filled out by printing, writing or type 
writing. The bank is covered, as well as 


the depositor. 


SHORT-RUN FORMS 


Alfred Allen 
Clifton, 


Watts C 
he 


0. 


Road, .. Offers a catalog 


showing a variety of pre-printed forms | 
are | 


in earbon-interleaved sets. These 


immediately available with name, ad 


dress and other pertinent data printed | 


tem 


long 


for 
forms 


to order 


pora ry 


use 
while 


as emergency 


waiting for 


or 


1954 


FIFTY-FOUR WAYS 

Cost = Increase 

OFFICE EFFICIENCY 
with 


CARBON IMTERLEAVED SNAP- APART FORMS 


ALFRED ALLEN WATTS COMPA 


or for 
in procedures, 
t-part bills of lading, 
invoices; 4-part 
requisitions, 


custom-made ones 
new 


run, 


trial forms 


are 3 and pur- 


chase orders, requests 


for quotation; 3-part re 


sales orders, voucher 
and like W-2s for type 
writers, payroll machines, tabulators, 
Catalog illustrates forms, gives full 


ceiving reports, 


checks others 


ete, 
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, Styertown 


use as| 
There 


There is no extra charge for | 


Presfo-line 


STABILIZER 

















A stable typing platform lessens fatigue. 
This means fewer errors, better typing 
alignment; and both the machine and 
the desk last longer. 


Check these features: 


Automatic self-locking mechanism, no 
jammin 

Adjustable to any height from 17" to 
31" 

Positive support of over 200 ibs., no 
slipping. 

All metal construction, smooth no-snag 
finish. 

Instantly installed or released. 
Telescopes to fit any desk drawer. 


Will not mar desk or floor. 


Pays for itself in a day by reducing typing 
errors, erasing and retyping 


Order today and let your typists decide 
if it isn't just what they need to produce 
better looking, more accurate typing. 


i. 
Pras ine 


RETAILS 
AT OMLY 


ie 4 oe 


CORPORATION OF AMER! 


2339 Cotner Ave., Los Angeles 64, Calif. 


Dealer Inquiries Invited 








FOB Los Angeles 


Mimeograph 
with... 


messy hands 


eeee yes, even white gloves remain 


ASK FOR FULL 


clean when you operate the 
revolutionary REX-ROTARY D-270 
you have no physical con- 
tact with ink just insert a 
new sealed cartridge when a 
there is no 
and that’s all. 


bell signals that 
ink left 


yes, there is c miracle-dial 
on this wonder-machine, it lets 
you “DIAL YOUR INKING” for 
dark, medium or light copy as 
you desire simply set it 
ond forget it all copies 
will have printing press accur- 
acy in registration | 


WITH A REX-ROTARY 
D-270 DUPLICATOR 


19 West 31st Street 
New York 1, N. Y. 
Tei.: Wisconsin 7-4927 


INFORMATION TODAY 


specifications and prices for quantities 


of 250-500 upward, and includes sample 


form. 


OFFSET PLATE 
of General Aniline & 
Film Corp., 171 Ozaway, Johnson City, 
ee Ozalith 


offset plate which can be made directly 


Ozalid, Division 


announces the aluminum 


from any translucent original. By-pass- 


ing negative photographie processing 
steps, this plate can be quickiy exposed 
in any Ozalid machine, or in any other 
exposure device commonly used in lithog 
raphy. The Ozalith plate can be used on 
any offset duplicator and it is estimated 
that its preparation will cost 20% of the 
cost of preparing negative working plates 
The diazo- 
sensitized, positive-working plate is sim- 


including labor and materials. 


ply fed with a translucent original into 
an Ozalid machine or other exposing de- 
with Ozalith 
liquid developer, water and Ozalith fixing 


vice, Then it is swabbed 


soiution. The entire preparation, from 
exposure through development, generally 
Ozalith 
plates have excellent stability and resist 
scumming on the press, . 


requires less than two minutes. 


LETTER FOLDER 
Blankenhorn Co., 900 S. Wabash Ave.. 
Chicago, Ill., makes the Jiffi-Fold letter 


folder. One or more letters can be placed 


on its platform which is slightly larger 
than an 814” x 11” letterhead. Pressing 
the handle folds the letters neatly and 
aceurately in Tests 


three equal parts. 
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The girl with the MARCHANT 
IO A.M, < has finished...the other will still 
be figuring at closing time 


The priceless hours a MARCHANT calculator The 
saves on daily figurework can mean many pe oa 
extra hours of profitable, productive Figuremester 
effort from everyone on: your staff 

who is now tied down to‘ old- 


fashioned figuring methods. 

Call the local MARCHANT MAN 

and get a time-test run on your 

own figurework. You'll discover 

that for simple, accurate, 

time-saving operation... 

Any way you figure—IT’S MARCHANT! 
MARCHANT 


AMERICA’S FIRST 


Find out how a MARCHANT calculator will help cut your 
figurework costs and lighten your figuring burden. Mail 
this coupon with your business letterhead for free... 


Descriptive literature on Marchant Calculators . . . [J 
MARCHANT CALCULATORS, INC., OAKLAND 8, CALIFORNIAO-S 


| 
| 
| 
| Index to Modern Figuring by Marchant Methods. . . [] 
| 
| 


L 
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NOW! 


Quickly, Easily, Effectively Destroy confi- 
dential papers, records in your own office! 


NEW — mm 10 


portable shredding machine atau especially 
for office use! Quiet, compact, streamlined! 


Never before an office shredding 
machine combining the speed and 
economy of the new SHRED- 
MASTER BANTAM 10. Anyone can 
operate it. No fuss, no trouble! 
Greater cutting width, speed, 
Capacity, and power than ever 
before! Safety throat! Smart func- 
tional design, about size and 
weight of business typewriter. 
Priced well within the budget of 
all businesses - large or small. 


YOUR PAPERS 
GO IN HERE 


UNREADABLE 
SHREDS. COME 


OUT HERE 


.44 SHREDMASTER 


A Division of Self Winding Clock Company, inc 


203 Willoughby Avenue 
Brooklyn 5, N. Y. 





in a two-girl mailroom indicated savings 
of as much as three hours time in a single 
day. In addition to saving time, letters 
remain clean and neat after folding. The 
Jitfi-Fold will be sold through stationers 
for about $11.95. 


Complete information 


from above address. 


STORAGE CABINET 


Marvel Metal Products Co., 3843 West 
43rd St.. Chieago 32, Ill., makes a low 
cost Storage Cabinet with five adjustable 
cabinet are 
also equipped with shelves and hooks for 
From the outside, the Marvel 


shelves. Both doors of the 


~ ave 
torage. 


streamlined 
attractive 
chrome 


a smart, 
with 
easy-grasp 
finished in baked gray enamel. Sturdily 
constructed of heavy gauge steel with 
specially recessed toe-space in front, 
cabinet high, 28” wide and 14” 
deep; retails for about $29.95. 


cabinet has appear 
chrome 


handles, 


ance, decorated 
stripe and 


is 66” 


INTERCOM DIAL SYSTEM 


Federal Telephone & Radio Co., Indus- 
trial Communication Sales, 100 Kingsland 
Road, Clifton, N. J., offers a free illus- 
trated folder describing Federal Dial 
Telephone Systems which, in addition to 
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How XEROGRAPHY «-:---- 


cuts duplicating costs °6,000 a year 
for National Gypsum Company... 





COMPARATIVE DUPLICATING COSTS 
AT NATIONAL GYPSUM CO. 


wunaee OF) roaees | XEROGRAPHY SAVING | 
10 1.00 48 ‘ 
25 2.50 55 1.95 


50 3.45 — 68 J a 
100 3.90 2.90 






































SPEEDS PAPERWORK 


Write for proof of performance folders showing how National 
Gypsum Company and companies of all kinds, large and small, are 
cutting duplicating costs and speeding paperwork with xerography. 


THE HALOID COMPANY 
54-8X HALOID STREET, ROCHESTER 3, NEW YORK 
Branch Offices in Principal U.S. Cities and Toronto 


SAE ENCE M Sa 
Sa i We Me Fe 
Die SST eg Ma pee ge 


The fastest, , cheapest, most versatile way fo scaly tadisiateter 
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If the girls in your office 
are busier'n bees 
at honeying time... . 


Save Time + Save Tempers 
with 


PEERLESS IMPERIAL 





Final- Line 
CARBON 


Prevents typing 
too far down on 
the page. Three 
punch holes at the 
top and bottom of 
an uncoated ex- 
tension edge tells 
the Typist where 
to start, warns her where to STOP. Ask your 
Dealer for free test sheets or write to us. 


FINAL LINE 


TYPIST GUIDE 
Coben Taper 


PEERLESS IMPERIAL CO., Inc. 


irae lite Mi gelalel a] 


36 Peerless Place, Newark 5, New Jersey 
Fronklin St « cago 2 179 W Washington St 


River Rouge, Mi higon 


reyular intercom service, offer such fea- 
tures as code calling or paging, confer 
ence service, and centralized dictation 
and recording. Phone sets are of modern 
design in desk and wall styles and are 
used by dialing one number for up to 10 
lines; two numbers for up to 100 lines; 
three numbers for up to 1000 lines. Con 
nection and ringing are all automatic. 


Executive right-of-way or preference 


calls can be made. 
RETAIL SALES SYSTEM 
Corp., 133 E. Santa 


Surbank, Calif., makes the 


Telecomputing 
Anita Ave., 
Point O’Recorder unit control system for 
retail stores which eliminates handwrit 
ten sales checks. System uses three con 


nected desk-size machines: tag reader, 
keyboard and cash drawer (illustrated), 
and tape perforator. Merchandise is pre 
When a sale 


is made, clerk inserts the tag from the 


marked with punched tags. 


merchandise into the reader and the rest 
is automatic. Tag is read electronically 
and its data printed for customer receipt 
while being simultaneously punched into 
paper tape. Clerk can insert special data 
like refunds, sales tax, clerk number, ete, 
The punched tape can be converted into 
punched ecards, The machines can be also 
mobile unit to take 


eal inventory of 


used as a physi 
merchandise carrying 
punched tags. The basic system costs 
$2,500. Illustrated literature from above 
address. 
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Only Victor Super-Quiet Custom Adding Machines give you 


New Select-0-Matie Totaling 


ease of operation 


Another spectacular first from Victor... 
Select-O-Matic brings you new ease, new 
speed of operation. Now you can take both 
totals and sub-totals from the add-bar 
automatically . . . or use the regular dual 
total key ... or interchange both methods. 
This versatility, plus the Custom’s quiet 
operation, True-Touch keys, beauty of de- 
sign and durable construction makes it 


the selective choice in adding machines. 

Available in 10-key or full-keyboard 
models, Victor Super-Quiet Customs add, 
subtract, multiply, divide, even calculate. 
And, they automatically compute credit 
balance. See the new Victors, try them... 
with Victor’s 42 basic models you can 
make the perfect choice for your own, 
individual figure work. 


FREE TRIAL! Try a Victor in your own business. Call your Victor Branch or Dealer 
listed under “V” for Victor in the Adding Machine section of your phone book. 


VICTOR ADDING MACHINE CO., Chicago 18, Ill. + in Canada: McCaskey Systems, Ltd., Galt, Ontario 
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nde PRINT-O-MATIC 


AB Cua MODEL 5A 
=——— — ROTARY STENCIL DUPLICATOR 


MORE FEATURES than found soay 
on duplicators costing $77 500 


TWICE THE PRICE OR MORE! | Pas Fe To 


COMPLETE WITH sup- 
ply of IMPRESS ‘For- 
mule 27” instant-dry 


oN Oo ter ~~ Ink ond IMPRESS 
N f W oe meee Twin-Pokt” Stencils 
tw, 
] 


AUTOMATIC ROLLER RELEASE 
Impression Roller cannot 
contoct Drum unless paper 
is feeding through 
machine! 


DEW! 2zeanc ox 
NEW! tecsresion 


NEW! 3 





P LUS MANY MORE ADVANCED FEATURES 
FOR TOP STYLE... PERFORMANCE... VALUE! 


@ “INSIDE INKING” — puts ink exactly where needed 

@ OL IMPREGNATED Nylon bearings throughout 

@ COVERED CYLINDER protects against dirt and dripping 
@ COUNTERBALANCED DRUM for smooth, fast action 

@ PRINTS ANY SIZE — post-card to legal size 


Tels sow, Print-O-Metic, newly de- © STREAMLINED DESIGN — compact, portable 


signed and engineered, features the 
sensational Automatic Roller Release 
thet ends forever, city, inky rollers, (OPM TIT DOM TVR) UD ALG 
Truly a deluxe machine. Yet priced Merchondise Mart @ Chicege SA; Wines 

within your budget. More than ever, 3 

Print-O-Matic is the world's greatest 

duplicator value 


420. Market $. 
WRITE TODAY Son. Francisco 11, Calif. 
FOR COMPLETE DETAILS CANADIAN DISTRIBUTOR: NAUTA BROTHERS, 57 Queen St., W., Toronto, Ont. 
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SELF-ADHESIVE LABELS, TAPE 

Professional Tape Co., Box 41, River 
side, IIl., self-stick labels that 
withstand heat, cold and extreme humid 
ity or dryness, in handy roll form. There 
is no backing paper to pull off and oper 
ators can apply up to SOO per hour. No 
moistening is needed. The back is coated 


which withstands all 


makes 


with plastic gum 


cycles of temperature changes and still 
peels off easily. Will also withstand oil 
and grease. Can take pen, pencil 
typing or be printed to 
forms available: 


and 
Two 
Tape, a white 
self-sticking continuous tape from %” to 


order. 
Time 
2” wide; Time Labels, white labels with 
red border from %” x 1” to 2” x 3” in 
rolls. Hand or table dispensers available. 
Write for folder 
sample. 


informative and free 





INCREASE YOUR PROFITS 
By sellin your machines equipped for VOICE 
REPORTING Write for facts showing how you can 
offer these advantages and save your customers 
money ! 
i—Eliminate 
outside 
services. 
2—Your own person- 
nel can do high 
speed conference 
reporting within 
one week. 
3—Dictate in privacy, 
even in noisy 


areas. 
VOICE REPORTING CO. 
38 Park Row, New York 38 


costs of 


excessive , 
reporting 


verbatim 








He Orrice—August, 1954 


HOW TO 
INCREASE 
YOUR 
PROFITS 


...without 
increasing 
overhead 


Printers, Dealers and 
Agents, RogersnaP’s 
service of offering the 
best in carbon inter- 
leaved snapout busi- 
ness forms is available 
to you for your cus- 
tomers at a good profit, 
for yourself. 

Stock forms ready for 
imprinting are also 
available in W-2 Forms 
and Envelopes - Bills of 
Lading - Purchase Or- 
ders - Voucher Checks - 
Repli - Memos - Sales- 
man’s Contact Reports. 

It will pay you to in- 
vestigate RogersnaP’s 
service. 





Write, wire or phone 





TELEPHONE 
R1I-5816 


139A Howell St.Dallas,Texas 
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MARKING PENCIL 


Eberhard Faber Peneil Co., 37 Green 
point Ave., Brooklyn 22, N. Y., makes 
the Marker mechanical marking pencil 
which writes on any surface. The Marker 
has all metal working parts in attractive 
plastic barrel of lead-matching color. Its 


POSITIVELY 
WILL NOT HARDEN ON 
PAD IN ANY CLIMATE! 


| OFFSET... & 
N SMUDGE... 
SLIPSHEETING 


New Canode DRI-RITE 100 is 
the finest easiest-to-use duplicat- 
ing ink you can buy! On mimeo 
bond (and some rag stock) it 
dries as it stacks. New formula 


and processing give sharp | 


BLACK reproduction SAFELY 
. .. On open or closed drum du- 
plicating machines. Will not clog 
pads, harden in cylinders or 
damage stencils. Performance 
GUARANTEED! 

1-lb. FLAT or ROUND CAN 

Ya-lb. PLASTIC SQUEEZE DISPENSER 


Write for name of nearest jobber! 


INK SPECIALTIES CO., INC. 
523 N. HALSTED ST., CHICAGO 22, ILL. 


heavily knurled, nickelplated cone is 
easily turned and its propel-repel-expel 
mechanism simplifies loading and adjust 
ing lead. Leads are 2%" long by .12” in 
diameter and come in red, blue, vellow, 
green and black—also Ebony jet black 
graphite. The Marker pencil sells for 
29e and is excellent for writing on ¢ans, 
glass, Cellophane, photo negatives, ete. 


TYPE-KEYTOP SOLDERING IRON 
Pearl Engraving Corp., 36-40 West 29 
St.. New York 1, N. Y 


chine mechanics the Pres-to-heat electric 


.. Offers office ma 
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MULTILITH -DAVIDSON 
Web-Harris, up to 22x34 


8-24 hr. New York pick-up delivery 
service; Speedy Nationwide Service. 
@ Long Run Plates 
© Superior Halftones, Bendays, 

Spread Positives, Close Color ; 

Registration A Valuable Proportional 
@ Line Negatives and Flats y Slide Rule For Figuring 
e Inks & Supplies or Reductions and Enlarge- 


One of the Largest Multilith - Davidson \_ i ments 
Platemakers in the U.S. 


PLATE-O-LITH CO. 


MU 6-6310 
116 E. 27th $t., N.Y.C. 16, N.Y. Make it a RULE to call PLATE-O-LITH 


iw 











If your office isn’t a “one typewriter” office, 
it shouldn't be a “‘one scale’ office either, 
or your mailing costs will be too high. To 
save loss of time (and money), confusion, 
return of mail for lack of adequate postage, 
place one of these attractive, convenient 
Pelouze Postal Scales on the desk of every 
secretary. Use the right scale for the right 
purpose—the new one pound accurate 
Blyth oe he PRINCESS showing exact postage 
—for all classes including or first class and air mail; the durable, 
Parcel Post dependable Z-2 in either 2 |b. or 5 Ib. 
capacity with dial showing exact weights for all classes of mail W-1 Princess onty 4° 
including parcel post by zones—larger A-Line Scales with ca- 75 hate 
pacities up to 50 lbs., for shipping rooms. 
To stop office confusion, errors and rushing around at mail time, order several 
of these accurate, low cost Pelouze Postal Scales today. 


Stocked by all leading stationers. 


PELOUZE MANUFACTURING CO. '22¢:‘tc2° Avene 
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@ Bookkeerinc | 
@ CALCULATING y 
@ AccoUuNTING® 
@ Appinc AND BLLANc machin nana. 
/ tented? repaired or re- 
conditioned. Write for 
current prices. 
350 eneapwav. NEW YORK 13, N.Y. 
: Hodgmach 





More efficient! 
More economical! 


RUBBER BANDS 


Get samples, details from 


ALLIANCE RUBBER COMPANY 


Over 30 years specialized manufacturing of rubber bands. 


Alliance, Ohio ©@ Hot Springs, Ark. 


ARCO “Open Ring”’ 
(circular shaped) 














AUTOCOPY 
Cleansing Cream 


Hectograph, mimeo and dupli- 

cator ink stains removed in 30 

seconds! Pleasant, effec- 

tive! Kind to hands; won't 

injure nail polish. Avail- 

able in 6 oz. tubes, '/2 

Ib. jars, | Ib. cans or 

jars. Dealers write for 
complete catalog! 


AUTOCOPY, INCORPORATED 


12150 South Peoria St., Chicago 43, Illinois 
150 West 26th St., New York 1, 7 








Secretaries Love it! 


THE LOW COST LIBERTY 
COPYHOLDER. Holds 
copy in full view... 
makes typing easier . 
speeds work! In 
handsome grey finish 

7" by 9'/."", 5°* base. 


ONLY 


30 


EACH 


BANKERS BOX CO. 
720 S. Dearborn St. ¢ Chicago 5, Ill. 


Own One S$ 


For Every 
Desk 
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THE 


soldering iron for removing and install 
ing tvpe 
heat for 
safer and 
Depts. 


and fuss 


and keytops. It gives constant 
work, It is 
local Fire 
aleohol 
stay hot 


faster and cleaner 
approved by all 
burns, hot 
irons that don’t 
installing plastic 
illustrated booklet which tells how 
the job is free to 


Eliminates 
from 
when keytops. An 
to do 
write 


dealers who 


aboy address, 


DESK PADS 
Laufer-Gummi, 28 Gr. 
West 
American 


Buchholzer 
Germany, in 
market their 
line of Matton flexible plastie desk pads, 
which make 


Hannover, 
troduces to the 


Kirchweg, 


all writing easy on even the 


thinnest with hard-writing instru 


and a shift 
prevents mo 


paper 
ments. Paper 
proot velvet 

tion of pad on desk, 
durable 
pled 


will not slide 
bottom laver 
Matton is extremely 
rolled, 


breaking and 


and can be bent and erum 


without always re 


sumes its original smooth shape. They 
thus encouraging perma 
Attractively 


these pads can be had with two or four 


ean be washed, 


nent cleanliness. styled, 
leather corners or side 
and all 
available. Principals of 

will visit the U. S. in 
September to appoint representatives for 
their entire line of favorably 


flaps, 


in green or 


brown sizes. Variously priced 
models are 


Laufer-Gummi 


priced rub 
ber and plastic office specialties. 
may write to 
OFFICE, 270 
York 16, N. Y. 


Dealers 
them care of 


Madison Ave., New 


and agents 
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ACCOUNTS RECEIVABLE SYSTEM 

Visireecord, Inc., Copiague, L. 1., N. Y., 
has designed a simplified, hand-posted 
accounts receivable system for small or 
medium-size firms. The sceounts receis 
stble ledger card carries a Visiriter Mas 
ter addressing patch. Customer's naine 
Ss imprinted in reproducing form on any 
typewriter, Using a Visiriter addressing 


device, mnuster uddress cun be in printed 


on statements, envelopes, delinquency no 
tices, etc., in 4-6 seconds, accurately and 
neatly. Master provides a 
100 reproductions. Statements are printed 


minimum of 


with one-time earbon affixed on back to 


register with ledger form. Entries are 


made to statement and ledger simultane- 


ously with a ballpoint pen. Ledger and 


statement are filed together in vertieal 


visible trays, assuring instant location of 





years 


For those who want STYLE and BEAUTY 
that will be MODERN and PRACTICAL for 








This beautiful modern 

styled desk featuring 

the Overhanging Top 

has become one of the 

fastest selling and most 

es ular desks in the 
RDEN LINE. 


The Two Hundred Series 
desks come in standard 
sizes and finishes to 
blend into the most 
modern of today's of- 
fices. Write us for 
catalog or additional 
details. 








Wworcen ic WORDEN Confliiy 


of, oe ae eee on ace wa 


OS. 
CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


‘/4e FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 
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KANSAS CITY, MO. 





Wp, Z ouiyinal 


998? 


aXee 
: ro Catt 


CLEANS.. - Typewriters, 


g Plotes, 
Marking Devices and many 
the 


others... 
« Easy fo Use « No Mess 








+ No Liquids to Spill_4 


newest aids to 
office efficiency 


Handsets, executive type 
pair-phone systems, multi 
station intercoms (up to 12 
5 stations). 


/_ WHEELER 


SOUND POWERED 


Electrée 
| TELEPHONES 


Save time, save steps. Re- 
lieve overloaded switch- 
boards. NO BATTERIES. 
No outside power. Easily 
installed. Write for full 
details. 


TJé¢AWHEELER 


INSULATED WIRE CO., INC. 
Division of The Sperry Corp. 
1106 East Aurora Street 
Waterbury 20, Connecticut 





6wWHS4D 








“GERMPROOF” 
Phones 
for You 

CF & Your Staff 


Yes . you can curtail days lost by your 
staff with economical HYGIENK 
PHONE SERVICE! 

Our representative will call on a_ regular 
SC hedule, polish and sterilize your phones 
Laboratory tests prove that the invisible, 
exclusive bacteria-free ‘‘film’ so deposited, 
protects phone users against colds, sore throats, 
1B, skin and virus infections f¢ eight days! 


Phone or write for a representative to call 


HYGIENIC PHONE SERVICE, Inc. 
4 East 43d St., N. Y. 17, N. Y. MUrray Hill 2-1035 
ALBANY, N.Y. PHILADELPHIA, PA 
BOSTON, Ass. mcuiene P 


NEWARK, N RICHM 
Los ANGELES, CALIF. 


NEGA-PLATE HANGER Hangers, 





SAVE TIME - MONEY 


Use Atlas 


Complete Vertical Filing Systems 


for 


© NEGATIVES 

© OFFSET PLATES 
© STENCILS 

© X-RAYS 

© ART WORK 

© SWATCHES 


The efficient, eco- 
nomical method of 
filing. Write for 
complete _informa- 
tion on Atlas Files 
and Patented 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue 
Cleveland 10, Ohio 
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any desired aeecount for reference or post 


ing, Delinquencies and the extent of de 
linquency are signalled in visible margin. 
\t month end, statements are folded for 
window envelopes. System has saved an 
average of one week’s work per month 
for users mailing 600-S00 statements by 
from 50 to 1500 accounts. 


firms with 


Literature explaining the procedure is 


free from above address, 


VERTICAL FILES 
Gftice Furniture Co,, 
Mich., makes the Glider line 


which 


3rowne- Morse 
Muskegon, 
of files on prices have been re 
duced due to increased production facili 
ties and the substitution of an e: to 
files 


ni special gliding extension arm with ball 


open button-eatch. Glider feature 


running ratios and bearing-tvpe race 


wavs to provide feather-touch action. 


) 


These files offer unlimited flexibility with 


interchangeable drawers and inserts: 
side-acting compressor to keep contents 
in place at all times; drawer and drawet 


head durability with lifetime steel con 


struction and U-channel reinforcements; 
easy removability of drawers with special 


locking device so that drawer cannot fall 
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| 
| 


Now you can do 


| @ PLASTIC BINDING 


, RIGHT IN YOUR OWN OFFICE 
| ~=—s this modern low-cost way 


Add prestige ...color... utility... 
attention-compelling appearance 
to reports, catalogs, all printed 
and duplicated material. Save 
money, too.. Anyone can operate. 
FREE... PLASTIC BOUND 
PORTFOLIO-PRESENTATION 
Get your personalized edition today 
+--G unique and beautiful sample of 
modern plastic binding packed with 
illustrated facts and ideas. Gives 
complete applica- 
tion story and cost 
advantages in or 
ganizations of all 
types and sizes. 
Here's o wealth of 
important informa 
tion absolutely FREE. 


GENERAL BINDING CORPORATION 
Dept. O-8, 812 W. Belmont Ave. 
Chicago 14, Illinois 




















ULTI-COUNTEB He movers 


Items sold, inven- 
tories, payroll — 
count anything in 
any business — ac- 
curately and fast 
Anyone can count 
correctly with in- 
expensive Multi- 
Counters which last 
for years Write 
for literature and 
prices, 


Made with an 
number of counters 


MULTI-COUNTER MFG. CO. 
401 Broadway, New York 13, N. Y 





HANO MAKES 


IN 1954 


Leading Stationers » 


Sensational Hano N.C.R. Business Forms with 


paper developed by National Cash Register 


pies, type up to seven 


Hano pena ad Registers, the new HUR 
node! very need . quick, clean 
d other new 


w, Ch 


wore es 
ag 
\ MT. OLIVE" KLLINONS @ 


“ 


— 
>» ae aie 
Ava \ 


*New Branch Ment 
better serv 


ceale 


General and Sales Offices: WOLYOKE, MASSACHUSETTS 
Branch Piant: MT. OLIVE, ILLINOIS 


in extended position; 
sizes and colors. Glider files are still 
available with natural-touch handles ut 


slightly higher cost. 
TYPEWRITER PARTS, SUPPLIES 


Typewriter 
fayette St., 
free copy of their complete 
typewriter platens, parts and supplies. 
This firm is headed by Charles F. Glueck, 
has been in business since 1925 and caters 


PLATENS 
PARTS 


complete range of 


Equipment Co., 409 La 
New York 3, N. Y., 


offers a 
catalog ot 














to the typewriter trade. They recover 
all office machine platens and carry a full 
line of parts for typewriters of all makes. 
They also have a large assortment of 
obsolete and discontinued replacement 
parts. Dealers should write above ad 


dress for the new catalog. 


COLLATOR-SORTER 
Associated Industrial Designers, P. ©. 
Box 12652, Los Angeles 39, Calif. 
the BB20L Sort-O-File 


, makes 
Collator and 


Sorter for sheets up to 844” x 11”. Each 
division comfortably accommodates 100 
sheets at a time for collating work by a 
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MANUFACTURERS OF 


TIME STAMPS 
CHECK CERTIFIERS 
SERVICE DATERS 
QUICK-SET MACHINES 
DATE & NUMBERING 


% 


THE AJAX TIME STAMP CO., INC. with more 
than thirty years of experience in manufacturing 
time recording equipment, check certifiers, dating 
and numbering machines, guarantees you quality 
products with excellent dependable service. 


SEND FOR OUR COMPLETE CATALOG. 


AJAX TIME STAMP CO., INC. 


MANUFACTURERS 
368 BROADWAY 
NEW YORK 13, N. Y. 








Time-Saving 


Utility 


rr ZOOMS TO NEW 
WL ~ 
a —— POPULARITY HIGH! 


Here’s the most convenient, most eco- unserews so eraser can he moved outward. 
nomical eraser in decades! Cylindrical Won't roll off desks. Red rubber for eras- 
stick eraser encased in attractive trans- ing peneil writing and carbon copies. Gray 
parent plastic holder, is usable down to rubber for erasing ink writing and type- 
the last fraction of an inch! Holder tip writing. Refills. 


HANDY, POCKET-CLIP STYLE BRUSH-WHISK STYLE FOR TYPISTS 
FOR GENERAL USE (As Illustrated) (Not illustrated) 


Order A Trial Dozen Today 


From Your Dealer! 


WELDON ROBERTS RUBBER CO 
World's Foremost FE Specialists > 4 
r premos raser pectaus Correct Mistakes in Any Language 


365 Sixth Ave., Newark 7, New Jersey 


i LEO Mla Se a i He yger om 
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right ovr lefthand operator. The shuttle 
earriage of the LL6300 Sort-O-File will 
take three BB20Ls so that 60 divisions 
can be gathered at one time without 
operator moving from one sitting position 
or even swaying the body. The BB20L 
can be used in evervday sorting work 
for alphabetical or numerical sorts by 
fives. It also will handle sminiler pieces 
like cards and cheeks. Illustrated litera 


ture from above address, 


DUPLICATING INKS 
Ink Specialties Co., 523 N. Halsted St., 
Chicago 22, LIL, have published a new 


PINK PLASTIC eatalog on the Canode line of duplicating 


PUTTY... that pulls the dirt out of a. inks for all types of rotary stencil dupli 
writer type rather than washing cating machines, and Tub-Pakt ink for 
it into the machine 
Flatten the putty 
by pressing very 
firmly 


Conode | . 


DUPLICATING 
Press it on all of 
the type. Do not 
rub 


Fold the putty 
upward to origi- 
nal pyramid shape 





NO MESSY LIQUIDS to remove nail polish, 
spot or spotter clothes. Gestetner duplieators. Reel page de 
NO HARMFUL FUMES to covse headaches scribes a different kind of ink and pages 
or colds. 

To make neat erasures—just touch the word 
to be erased, Bud will absorb the surplus ink. 
Then erose ond there will be no smear. 


following demonstrate the actual ink, 
Loose leaf format allows insertion § of 
additional pages, Write above address 
for a free copy of this new catalog. * 

Retails for 50¢ each 
Dealers—write for sample and cost DESK LAMP 


M. G. Wheeler Co,, 22-28 W. Putnam 
B U 8) T  f id E © L E A he FE R Ave., Greenwich, Conn., makes 4 Sight- 


>. @,. tox 4644 Light Desk Lamp with non tipping metal 
BALTIMORE 12,MARYLAND base and white metal bird-cage stem. It 
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Announcing the 


appointment of 
Fr urself of troubles resultin 
ALL PROCESS, INC, wenn aumaaoged toon “Yelliee” 


and ‘Moore Key Control."’ This 
as foolproof arrangement for control of 
keys, which consists of key cabinets, 


United States system parts and instruction 


information, is designed to make 


Distributor of life easier for you and your staff 


And it actually costs you less 


the world famous for the complete system—a one-time 


purchase—than ycu are forced to 


spend each year for lock and key 
anda problems 


li f Send for free catalogue O-12. 
ne oO _ a 
Spirit Duplicating ? —_TELKEE __ 
A . .? Moore Key.Control «> 
Machines JA method for filing and controlling keys) 

e P. O. MOORE, INC. 
300 Fourth Avenue, New York 10, N. Y. 





ALL PROCESS, INC. 


1640 Connecticut Avenue 


Washington 9, D. C. | I y S V S B [ FE 


at BAU, Model 41— Numbering 


NA: 3 Movement Machine 


WRITE FOR 
DETAILS 

















STEEL SHELVING 


with new, rigid 
“Twin-Post" corners 


Here's the one shelving that 
has both the strength and fine 
appearance for most of your 
office, storeroom and ware 
house shelving needs. 16 gauge 
"| ''Twin-Post'’ corners are actu 
| ally 2 posts with 3 strong cor 
ners . . . shelves fit tightly 
‘| everything stays in line, Finish 
smooth baked-on Airline 








Grey or Olive Green enamel. 


18 or 20 gauge shelves avail 
1 able in a wide range of sizes. 
See your office pt! | dealer Facsimile Impression 
i 


ARMM 51614, BERING MACHINE. C0 
EUBAUVER MEG. CO. ATLANTIC AND SHEPHERD AVENUES 


BROOKLYN 8, NEW YORK 
Branch—105 W. Madison St., Chicago 27, lil 























2013 Centrol Ave. Minnecpolis 18, Minn. 





SAVE MONEY 
TIME and LABOR 


with 
NEW ELECTRONIC HOT WAX PROCESS 


SPOT CARBONIZING 


OF YOUR OFFICE & BUSINESS 


SPOT CARB is applied directly 
to back of cach sheet in any size 
or shape. Clean, non-smudge. 
Eliminates necessity of carbon 
interleaving. Possibilities of sim- 
plification and savings are prac- 
tically unlimited. Perfect for all 
forms — from small receipts to 
large accounting forms — single 
or multiple sets. Our complete 
plant handles printing, spot car- 
bonizing, binding. Contact us di- 
rect for details, or call your regular 
supplier. Ask for free SPOT CARB 
samples and booklet POT 
“How to save with SPOT 
CARB.” 





56 LAFAYETTE STREET, NEW YORK 13, N. Y. 


Send samples of SPOT CARB forms and 
free booklet “How to save with SPOT 
CARB" 


FIRM 
ADDRESS 


SIGNED 


100-watt bulb and has 
a solid aluminum reflector that distributes 
all light eve-level. <A 
shields che eves from the light source at 
all levels. Occupying less than 5” of desk 
space at its base, the Sight-Light covers 
the work 


takes a standard 


below 


bulb eup 


area with shadowless 
that reading fine 
print without fatigue or eyestrain. Avail 


able in 


even, 
illumination allows 
maroon, green, black, gold anid 
bronze; priced under $30. 


TIME STAMP 
Latham Time Reeorder Co., 76 Third 
St., N.W., Atlanta, Ga., makes Latham 
electric time stamps which automatically 


print on insertion of paper. Impression 
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can include any desired copy in addition teed for one year, Hilustrated folder with 
to date and time, consecutive (or repe complete specifications and prices is fiee 
titive) numbering, ete. A svnehronized from above address. 

motor advances minutes, hours and days. 

Impressions of brass wheels are clear and 

smudge-proof; make at least six carbon STORAGE EQUIPMENT 
copies. Die plates are easily inserted Precision Equipment Co., 3656 N. Mil 
and a six-word wheel ean be furnished to waukee Ave., Chicago 41, Lh, offers a 
allow six quickly-chosen copy changes. free copy of their latest catalog showing 
Latham stamps are 7144” high, 8%” long — steel shelving, lockers, ladders and other 
and 5” wide; weigh 18 Ibs. Finished in — storage and maintenance equipment. Hach 
gray wrinkle enamel and fully guaran item is illustrated and_ priced. 


| 


/ 


Scale down your costs! 


Cut down on mailing costs! No slide rule 
needed... just a PB precision mailing scale. 
Even in a small office, overpayment of postage 
on just a dozen letters a day, may amount to 
nearly $100 a year. Inaccurate scales lead to 
overpayment of postage, wasting money... or 
to underpayment, resulting in embarrassing 
“postage dues.” The automatic pendulum 
mechanism of a PB scale combines fast action 
and lasting accuracy. Ounce graduations on the 
chart, widely spaced, make easy reading... 
save time and postage! Four models for all kinds 
of mail, including parcel post. Ask the nearest 
Pitney-Bowes office for a demonstration 
or write for the free, illustrated booklet. 


FREE: Handy chart of Postal Rates 
with parcel post map and zone finder. 


PITNEY-BOWES 
Mailing Scales 


PITNEY-BOWES, INC. 
159 Pacific St., Stamford, Conn. 


Originators of the postage meter 
offices in 9% cities 
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Office 





Heads AMA Office Division 


Herman 
planning director, 
Mutual Life In- 
surance Co. of New 
York, eleeted 
vice president — in 
the office 
divi- 


Knauss, 


was 


charge of 
management 
sion of American 
Management Assn. 
Willett, 


president, Hardware 


Herman Knauss <. ae vice 
Mutuals, Stevens Point, Wis., was elected 
a director for the unexpired term of the 
late EF. H. 


Conarroe, 


NACA Officers 
Alexander 

head of 

the public account 


Lindsay, 


ing firm of Alexan 
der J. Lindsay & 
Co., Denver, was 
elected president of 
the National 
of Cost Account 
ants at the annual 
Kleeted 
presidents 
John H. office 
Mining Div., Aluminum Co, of 
Maynard F. Carter, controller, 
secretary and a director, Worcesten 
Pressed Steel Co., Mass.; Marshall Gran 
yer, senior partner, Marshall Granger & 
Co., New York; Paul W. Kearney, execu 
tive assistant-accounting, United States 
Steel Corp., Pittsburgh; Mills A. Mac- 
Queen, Drybak Bing- 
hamton, M. Magor, vice 
York 


Assn. 


meeting, Alexander J. Lindsay 
vice 
were Burns, manager, 
America, 


Houston; 


president, Corp., 
N. Y.;: Donald 
president and controller, Corp., 


116 


York, Pa.; Russell W. Van 
sistant to the vice president and general 
Goldsmith & Sons Co., Mem- 
Philip J. 


Press Co., 


Horn, as 


manager, J. 
phis. Warner, 


York, 


president, 


Ronald New wis re 


elected treasurer. 


Fay is President of CIA 
Cc. RB. Fay, 
troller, 


con- 
Pittsburgh 
Plate Glass Co., was 
elected president of 
the Controllers In 
stitu®e of 
effective 

He wili 


George W. Schwarz, 


America, 
Sept. i; 


succeed 


and 
Wvan- 


Chemicals 


vice president 
treasurer, 
dotte 


Corp., who has been chosen chairman ot 


Cc. R. Fay 


the institute’s board of directors. J. 


McCall Hughes, vice president and con 
troller, Mutual of New York, was elected 
president of Controllership Foundation, 


Ine., the research arm of the institute. 


Paperwork Task Force 
Herbert 


Commission on 


Hoover, 
Organ 
Branch of the 
Government, established a task 


Former’ President 
chairman of the 
ization of the Exeeutive 
foree on 
paperwork management in the executive 
departments under chairmanship of Em 
mett J. Leahy, president, Leahy & Co. 
Other task 
pointed are 


force members so far ap 
Herbert E. 
Reeords Management 
Archives & Reeords Service, General 
Administration; and Edmund 
D. Dwyer, director of office methods, Ad 
ministration Office, Navy Department. 


Angel, director, 
Div., National 


Services 
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Adjusting Faper Feed 
—Keeps tape aligned 
at all times! 


NOW with Self- yi, a4 


at ie ei ey 


bia Aneae ae on ae " AeA iis 


and here’s why: Sensational! That's the only word to describe the all- 
new REGNA Adding Machine! Streamlined as the 
newest cars... so low in cost it’s a dream-come-true 
for small business owners. Lets many firms cut ex- 
penses and increase production by supplying a 
machine to every department, to every desk where 
adding is done. It took REGNA engineers years to 
develop an adding machine of such supreme quality 
at such a remarkably low price. It will take your 
customers only minutes to realize that the new 
correction key clears entire keyboard REGINA Is thelr “best adding machine buy""t 

lifetime handle construction tel _REGNA CASH "REGISTERS, INC. 

scientifically designed moulded keys | 175 Fifth Avenue 

trouble-free performance . .. New York 10, N. Y. 

minimum maintenance | Ceontiemen: 

s comm, Please send more information on the new Regna Adding Machine and outline 

: WM CANADA: maa Cash fegisters of Conede ty ] odvontoges of becoming a Regna Dealer. 
© Aid, 704 Notre Dome $1. W., Montreal, Que,,. and : 


@ models with or without direct 
subtraction available 

@ revolutionary years-ahead styling 

®@ Swedish steel assembly . 
Swiss precision counters 
fully automatic safety keyboard 
ciphers printed automatically 
signals for subtract, multiply, 
sub-total and total printed 
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THE WORLD’S 
STURDIEST 
OFFICE 
MACHINE 
STANDS 


Srom ae 74 Ble 
7 $6600 


FEATURES: 


e@ 3° diameter casters 

prevent tip overs 
Cf Drop leaf interchangeable 
@ Solid steel frame 
construction 
@ Simple elevating device 
@ Plenty of leg room 


@ 5-ply drop leaf 


ADJUSTABLE 
BALL FOOT 


Permits adjust- 
ment to very 
uneven floors. 
GENERAL SPECIFICATIONS Always rigid. 


Frame 24!/," wide, I7!/," deep. 
Simple, positive elevating action. 


Constructed of |" steel tubing. 251/," Write WLLL, for VYeu 


between casters. Top 18" x 18", 
drop leaf 16" x 18". 3" diameter 
casters. 2 rubber feet, 2 ball feet. Polder and Dealer Plan 


ry TUBULAR SPECIALTY MFG. CO. 









1940 Stanley Avenue Detroit 8, Michigan 














N. Y. & St. Louis Workshops 

Office management workshop and 
orientation seminars will be held by 
American Management Assn. in New 
York Aug. 23-25, Nov. 11-12, Nov. 29 
Dee. 1, Dee. 9-10, Jan. 13-14 and 17-19. 
Workshops will be held in St. Louis 
Nov. 15-17. Full information from AMA 
ut 330 West 42nd St., New York 36. 


Digital Computor Conference 

The Willow Run Research Center of 
the Engineering Institute, University of 
Michigan, Ann Arbor, is holding a spe 
cial program on Digital Computors, Aug. 
2-13. Enrollment fee is $150. 


Pre-Retirement Training 

An experimental group of seven em 
ployees who will retire in about a year 
are being given pre-retirement training 
by Mutual of New York. Subjects in- 
clude developing new hobbies, financial 
uspects, physical and mental health, over 
age employment, where to live, ete. 


Computer Course 

Remington Rand Ine., New York, of 
fers a two-week Univae training course, 
Introduction to Computers, for systems 
analysts, engineers, mathematicians and 


lridit “08 on 


NATIONAL secme"ary GAY 


Mary McPhillips (left), a secretary for Royal 
Typewriter Co., is shown giving Marion Palm 
and Isabella Foley an orchid on National 
Secretaries Day. Royal flew 20,000 orchids 


from Hawaii. 


operators of electronic computers. Classes 
are limited to 20 registrants who must 
have a bachelor’s degree or equivalent 
experience. Fee of $125 
terials. begin Sept. 6, 


includes ma 


Nov. 1. 


Classes 





National Conference 


American Statistical Assn., Mount Roya! 
Hotel, Montreal, Sept. 10-138. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 18-22. 

National Business 
Broadmoor Hotel, 
Colo., Sept. 25-29. 

Life Office Management Assn., Shoreham 
Hotel, Washington, D. C., Sept. 27-29. 

National Business Show, 69th and 7Ist 
Regiment Armories, New York, Sept. 
27-Oct. 1. 

Controllers Institute, Edgewater 
Hotel, Chicago, Oct. 10-13. 

National Institute of Governmental Pur 


Forms Associates, 


Colorado Springs, 


Beach 
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& Exhibit Calendar 


chasing, Statler Hotel, New York, Oct. 
10-13. 

American Bankers Assn., 
N. J., Oct. 17-20. 

American Institute of Accountants, W:] 
dorf-Astoria Hotel, New York, Oct 
17-21. 

National Assn. of Bank Auditors & Con 
trollers, Fairmount Hotel, San Fran 
eiseo, Oct. 18-21. 

Systems & Procedures Assn. of America, 

Hotel, New York, Oct. 


Atlantic City, 


Commodore 
25-27. 

Industrial Management Society Time & 
Motion Clinic, Sherman Hotel, Chicago, 
Nov. 10-12. 





E-Z SORT SYSTEMS 
save time and money 
in every department... . 


e Accounts Payable 
Accounts Receivable 
Cost Accounting 


Payroll 


Purchasing 
Manufacturing 
Inventory 
Sales 

e Research 


Each individual department in your company 
can keep and service its own records—faster 
and easier, with present untrained personne! 
—by using an E-Z Sort System. No need to 
centralize your sorting and tabulating while 
you worry over expensive machine costs. Try 
E-Z Sort in just one department and its eti- 
ciency will spread throughout your organi- 
zation. Ask for a demonstration and you'll see 
why! 


E-Z SORT SYSTEMS, Ltd. 


45 Second St., Dept. 22, San Francisco 5, Calif. 


Sole Manufacturers of E-Z SORT SYSTEMS 
Over 50 Offices to Serve You 


What Makes a 


Businessman Tired ? 
DR. W. SCHWEISHEIMER 


T’S NOT EASY to take it easy. It 
you think that’s stretching an old 

witticism, the fact is that this clini- 
cal question was the subject of exhaust- 
ive study recently by the Benjamin 
Franklin Clinie in Philadelphia. More 
than 2,000 “tired businessmen” were 
examined, many from companies whose 
managements were concerned about the 
health ot key employees. One company 
sent 605 and, of these, tour 
found to be im need ot 
surgical or psvehiatrie treat 


eXNCCUTIVES 
five were 
medical, 
ment, 

Why the psychiatrist?) To quote Dr. 
Leonard W. Parkhurst, the elinic’s 
medical director, he was needed to con- 
vince many executives that they “must 
be boss of their jobs, not slave to those 
To follow such advice, he added, 
means the difference between — the 
healthy businessman and the one on the 
verge of an emotional or physical break- 
down. More specifically, the Benjamin 
Franklin Clinic discovered that the 
“tired” business executive that 
way because: 

1. He stuffs his business troubles into 
his briefease and carries them home at 
night, instead of leaving them at the 
office. 

2. He goes out to lunch and 
more business talking than eating. 


out ol 


s lan 9 
JODs. 


gets 


does 


THe Orrick August, 1954 








ABSOLUTELY SAFE. NO CARBON-TETRACHLORIDE 
for Cleaner... Quicker 1 yp 


Modern Fluid 
Duplicating ! ‘ aN. with the amazing 
j type cleaner... 





@ Accurate copies of all kinds of work! 
@ Announcements, letters, office forms! 

@ Colors from one Master, one run! . ’ 
@ Postcards to 9x14” size. . . tissue to op. T¥p Cleans type CLEANER... 


! . 
® po Booey paper centering! Easier! Sturdy dauber prevents 


@ Precision-built, trouble-free! spattering. Non-inflammable. 
Slow-evaporating and there- 
MODELS FROM $95 to $295 : 

(Plus Tox... F. ©. B. MILWAUKEE) | ms fore more economical. Make 
-"c2 your letters SPARKLE. Save 
DEALERS: Choice areas open for steady time and money . . . as many 
profits on equipment and supplies! thousands now do... with 


REX-O-graph, tne. — a. 


7840 W. Hicks @ Milwaukee 14, Wis. 





60<¢ fel mmeliMeiiclalelalaiay folate! type writer dealers 








NEW! ote ers, 
FOR 1200 SERIES gh a | AN EMPLOYEE 


Sensational New ALL-METAL Roller # TRAINING COURSE 


Gives Precision Ink Control! 


| that requires no outside help. 
Your own staff can do the entire 


GET MORE | job. 
SPARKLING | © HUMAN RELATIONS 
HALFTONES ¢e WORK SIMPLIFICATION 


SOLIDS 
ae Complete material—charts, guide 
books, case studies, sample projects 


STREAKING! tl read 
—con a 
TRY HEFTY-ROLLER 10 DAYS FREE! poviene-ntedd. sometiogetier- vc. dloatrae 
A sound program at low cost. 


NOW get top grade performance from your : y 
Multilith with this four times heavier all-metal Write today on your executive 


rider roller with the NEW oscillating action! fs 
Cuts stock spoilage, ends “rider roller grief,” letterhead for full details of 
pays for itself! WRITE TODAY! ° ° 

our Free Examination Offer. 


saleable = AMERICAN SUPERVISORY CONFERENCE, INC. 


3241 Eastlake Ave. LAA © «6220-02 Hempstead Ave, * Queens Village 29, N. Y. 
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OUTSTRETCH 

OUTLAST 

ALL OTHERS 
F Gon este” 
Gove Househeeping 


yt 


PLYMOUTH RUBBER 
COMPANY iInc., 
Centon, Mass. 


vier rivet ern 
is for Every Purpose 





For Your Annual 


TYPEWRITER ROLLER CHANGE 


Insist on a 
Futuristic” 
5-Star Platen 


— ———~ for 

~v— A > 

2 iS Fae Best Results 
Manufactured and Distributed to 
Office Machiae Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 


| den for 











ROBOTYPER & 


CONNECTED TO ANY 
ELECTRIC TYPEWRITER 


produces individually 
typed letters auto 
matically 


Write for information. 


Some areas open for 
representation 


ROBOTYPER CORPORATION 
125 E. Allen Street © Hendersonville. N. C 





GemineEngrned (ol forhoad s 


FREE PROOFS 
FREE DIE 


JUST MAIL US YOUR 
LETTERHEAD. PROOF MAIL- 
£D WITHIN 5 DAYS. NO OBLIGATION. 








JJewberry Engraving Co. 
80) SO. 20TH STREET - BIRMINGHAM 5, ALABAMA 


America’s Largest Engraver of Fine Stationer 





cause he 


a real vacation be 
is indispensable and 
authority. 


cannot take 
thinks he 
cannot delegate 

+. Ile 
hobby, 
exhaustive 
his ills, 

5. He does not practice, 
moderation in either work or play. 


does not have a day-in, day-out 
but foes out once a week for ah 
physical workout to cure all 


know, or 


found 
examined in 


The most ailments 
among the businessmen 
Philadelphia were coronary artery di 
high blood pressure (hyperten 
and ulcer of the stomach. There 
are some tough supermen who can stand 
the hectic modern business life 
without punishment but to most execu 
tives it means physical harm and nervy 
ous trouble. This often takes the form 


common 


SCASE, 


Sion) 


pace ol 


of nervous irritation which may be hid 


some time but eventually be 


eomes y»bvious in unexpected contacts 


with other people, It leads to quibbling 


and quarreling over trifles, and unneees 


friction. 
Dr. Dershimer, Du Pont 
savs one of his biggest difficulties is get 


sary 


psychiatrist, 


clean with men 
standard. He 
frank with sub- 
them 


ting supervisors to come 
work is below 
thinks bosses should he 
ordinates and_ tell 
stand. Otherwise 
know whether he is good or bad, 
or not, and thus builds up a 
disinterest in his job. 

Dr. Dershimer 
dene, 


W hose 


where 
an employee 


they 
doesn't 
needed 


sense ot 


this ten 


more on 


believes that 
alone hosses Is hased 
the boss’s desire to spare himself an un 
task than to his coneern for 
lis subordinate’s feeling. The produe 
tivity of a whole department may drop 
off sharply because the 
and irritable. So, 
malady may bring 
department. 

The Benjamin Franklin Clinie’s num 
prescription is: Take it easier! 
This isn’t easy. Prof. Josephine L. Rath 
bone of Teachers College, Columbia Un 
iversity, says most adults don’t know 
how to relax. Being dissatisfied with 
their achievements, they drive them 


pleasant 


boss Is nervous 
treating the 
relief to an 


boss’s 


entire 


ber one 
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selves to get more and more done each 
day. Suddenly, one day, they wind up 
with ulcers, high blood pressure or a 
physical breakdown. 

Contrary to popular notion, Dr. 
Rathbone says, tense people do not al- 
Ways appear nervous. They usually 
don’t bite their nails, erack their 
knuckles or twist their handkerchief. 
Instead, they often appear very calm 
because they restrain themselves. They 
try to keep themselves immobile be 
cause they fear they will reveal nervous 
ness by movement. By holding them- 
selves still, they inerease their tensions. 

A person who is. overtatigued is 
likely to overwork, Dr. Rathbone points 
out. When a person tired, he 
seems to loose all sense of perspective 
and welcomes a breakdown as eagerly 
as a holiday. This overactivity takes on 
two particularly dangerous forms: over- 
addiction to business and immersion in 
a social whirligig. 

Undue strain and continuous nervous 
hurry are particularly harmful to the 


is too 


STYLE in STEEL 


coronary arteries, those important blood 
vessels which bring food and energy to 
the heart muscle itself. Coronary disease 
can be limited in its effect by observance 
of a proper routine of living, eating 
and exereise with some relaxation to 
break the tension of the day. It is of 
of no use to burn both ends of the 
candle at the same time, says Dr. Calver, 
Capitol physician in Washington. But 
the -pressure and speed of our times 
force a man to do things that he knows 
are harmful to himself. 

Quite a few scientists believe that a 
kind of poisonous substance is being 
formed within the body during waking 
and working hours, and that this poison 
is gradually digested and _ eliminated 
during the hours of sleep. This may not 
be literally true but sleep is the most 
important recovery and re 
juvenation for everybody. Many “tired 
businessmen” suffer from a form of in- 
somnia. They cannot sleep er they do 
not recognize the recuperative value of 
sleep. Some people think it is a waste 


source of 


Model 
1023-2 


also without arms, 
Model 1022 
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Cramer POSTURE CHAIR CO., Inc. 


1906 ¢ 
1205 alelatohal-s 


Kansas City 6, Mo 





lmoke NEW ‘sdles! 


new ag & 


pees 
[ MACHINE 


Built to meet cus- 
tomers’ demands, 
Force 5-Action 
provides consec- 
utive, duplicate, 
triplicate, quad- 
ruplicate and re- 
peat numbering 
- « « all in one 
machine! Write 
for latest price 


lists and a . 


WM. AC FORCE 


ONICHOLS AVENUE, BROOKLYN 6 NY 


AN FRAN CO « ANADA 


TYPEWRITERS 
se MAKES 


REGALRITE BRAND 
RIBBONS AND CARBONS 


. 

THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 
Proven—Best by Test—Best for Less 
& 

REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N_ Y. 


© KEEP WRAPS AIRED, 
DRY AND “IN PRESS.” 


© SAVE FLOOR SPACE. 


IG VAL 


Provide oheck- 

room efficiency. 

End locker room 

» evils—fit in any- 

| where. Accom- 

modate 3 (or 6) 

persons per run- 

ning foot—coats, 

hats, umbrellas, overshoes. 

Lifetime welded steel construc- 

tion. Modern baked enamel 

finishes. Sold by quality office 
furniture dealers everywhere. 
Wrecker ® tin VALET RACKS ® 

Commercial, industrial f°) 7! Stationary and portable 

and institutional wardrobe equip- Wardrobe and Locker Racks 

ment and complete checkrooms. for the office and the home 


VOGEL-PETERSON CO., 112) W. 37th St., Chicago 9, 0.5.4 





TECHNYSCOPE MODEL F.-2 


~—— 





The use of FLUORESCENT LIGHTING in- 
troduces an entirely new standard of 
scope illumination. The glass of the Scope 


| and stencil remain cool. The entire writ- 


ing area of the stencil is amply and 
evenly illuminated. 
Complete Price 

Request information from 


| TECHNYGRAPH COMPANY, TECHNY, ILL. 
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of time to sleep. Others cannot slow 
down their pace. Their mind cannot rest 
sufficiently to fall asleep. Some hints to 
help induce sleep for businessmen are 
given by Dr. Rathbone. 

Prepare for sleep, she said, by cutting 
down on the intensity of thinking for a 
half-hour or more before retiring. A 
game of checkers or writing a pleasant 
letter sometimes helps. She gives rarely 
heard, but excellent advice: Take plenty 
ot time to get ready for bed. You cannot 
expect to leave your work or a heated 
discussion in a state of exhilaration; tear 
off your clothes, bounce into bed and 
fall immediately into deep slumber. 

Instead, take a leisurely 
bath, brush your teeth, comb your hair 
and prepare your clothes for the next 
morning. If you like to read in bed, 
choose non-fiction and a hard book. Bore 
your mind into unconditional surrender 
hetore trying to sleep. By getting into 


she 


Says, 


hed an hour before the usual time for 
retiring, she asserts, you will find your- 
self building up a reserve of rest and 


falling to sleep without the old struggle. 

A remarkable thing is the strong 
influence of lazy bowels or chronic con- 
stipation on sleep. Poisons from stag 
nant bowel contents are steadily being 
absorbed into the blood. They produce 
fatigue by day and insomnia by night. 
Care for proper bowel movement by a 
generally more stimulating diet alone 
may be sufficient to get better sleep. An 
enema betore bedtime in_ such 
might prove to be a sleep-producing 
remedy. 

Chemical drugs have been widely used 
to overcome fatigue. They belong to the 
henzedrine and ephedrine group. They 
are able to raise the lowered blood pres 
sure which is connected with combatting 
fatigue. These drugs are noted for their 
wide use by students who use them (not 
with restricted approval of their doc 
tors) to keep awake during night 
studies. These are powerful drugs. They 
should not be used in any way but that 
fixed by exact research as preseribed by 
a physician. 


cases 





© 


advertisement. 





Sole Distributorship 
and Canada available for 


SYSTEMS MACHINES AND 
SPIRIT DUPLICATORS 


To extend the base of its present successful distribution in the 
United States, we invite a well-organized and financially able 
company to communicate with us. Several amazing new Ormig 
models are without competition throughout the world. Your in- 
quiry will be treated confidentially. 

By mutual understanding, our present distributor knows of this 


ORGANISATIONSMITTEL G.m.b.H. 


87-91 WOLFRAMSTRASSE, BERLIN-TEMPELHOF (American Sector), GERMANY 
(Branch Factories in Western Germany) 


for United States 


KG 
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Jones Joins R. C. 


Cc. LeRoy Jones 


at Kansas City, 
Pursell Typewriter 
tributor 


branch manager. In 


ance specialist to the 


Mo., 


for Woodstock 


and later served as district 


Allen 


C. LeRoy (Rocky 


well - known 


his 34 
business 


Jones, 
for years in 
the 

chine 


ma 
industry, has 
joined R. C. Allen 
Susiness Machines, 
sales 
the 
Division. 


Inc., as man 
Type 
Mr. 


started as a 


ager of 
writer 
Jones 
salesman 


for i. i. 


was a 


typewriter 

in 1920 
‘o. He dis 
Typewriter Co. 
manager and 


1943, as office appli 
War Department 


he established and supervised rebuilding 


the 
writer Mechanical 
Rocky’s Electric 


shops. He is 


He organized the Office 
chanical Institute in Springfield, 


author of 
Training Manuals and 


the Type 


Typewriter Tek-Manual. 


Appliance Me- 
Mo., and 


directed its operation from 1946 to 1952, 


training over 600 typewriter and 


machine mechanics. 
vice president and 


Shipman-Ward 


general 
Mfg. 


adding 
1952, he 


manager of 


Since was 


Co. 


NCR Electronic Div. 


Computer 
has become the 
National Cash 
chased the 
puter Research last 
company a_ wholly 
with the purchase of 
early this 
the former 


Research 

Electronics 
Register 
controlling 
year, 


year. As 
company 


Calif. 
Division of 
NCR pur- 
interest in Com 
the 
subsidiary 
the remaining stock 
an NCR 
will 


Corp. of 
Co. 


and made 


owned 


manufacture 


electronic computers for business appli 


126 


division, 


cations, in addition to its line 


of computers, 


present 


Shipman-Ward Promotes Kantor 


Darwin R. James, 
president, Shipman- 
Ward Mfg. Co., an- 
the ap 
pointment of Steph 
J. Kantor as vice 
addi 
tion to his duties as 
He will 
be in charge of all 
operations at the 
Chicago and Spring 


nounced 


Clhe 
president in 


treasurer. 


lle 
Stephen J. Kantor 


field plants. Mr. Kantor has served Ship 
man-Ward for 29 
assembler in 1925, he progressed through 


years. Starting as an 


all operations in rebuilding of typewrit- 


ers, mail order and platen departments. 


Serving in all departments of the supply 
understands the needs of the 
From factory super 
Kantor was promoted to 


business, he 
dealer and mechanic. 
intendent, Mr. 
assistant general manager, and to treas 
urer, in which positions he has served the 
past year. 


Business Show Tickets 


Invitations for the Golden Jubilee Na 
tional Business Show in New York, Sept. 
27- Oct. 1, will be in the form of tab 
ulating The face of the ticket 
will be printed in dark blue with the 
exhibitor’s imprint in dark red on a 
golden safety-design background. Ex 
hibitor’s imprint will be on the half 
designating the armory in which his ex- 
hibit and the other space im- 
printed the 
balance of 


ecards. 


is located 
with an invitation to 
the exhibits. 


see 
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ODHNER.... ads like this 
will reach millions in 1954! 











QOdinep gives you the 4 things 


_ you want most in an adding machine! | 


3 








The Weekly Newsmagaaine 








1. LESS SPONSE ao Bietuny Give stops 








2. MORE SPEED — 10-key i, —, my U.S. News 


built-fer-touch ; 
keyboord. Z 2 « World Re port 
3. EASIER TO 
OPERATE — 


f 
Electrically 


met, a Newsweek 


cut waste motion 


> 4 sth “a By the mokers 

4. EASIER TO SERVICE — eof ot temoes CAEN 

Built in sections. You can 10-key touch calcvlotor 
count on an Odhner. 


500 Fifth Avenue, New York 36, N. Y. 
FACIT INC. Dept. | 114 Sansome Street, San Francisco 4 


SOLD AND SERVICED THROUGHOUT THE WORLD 











The magazines top executives read—TIME, NEWSWEEK, U. S. NEWS 
& WORLD REPORT—will carry Odhner advertisements like this during 
1954. These magazines have a combined circulation of 3,248,118 per 
issue—tens of thousands of important business machine customers. This 
support promises expanding sales for Odhner dealers all over the U.S.A. 
Will you share in the profits? A few Odhner dealerships are still available 
to qualified applicants. 


(625) can count on 
Write Odhner Div., 


Dept. O, FACIT INC. 
500 Fifth Ave., New York 36, N. Y., or 


114 Sansome St., San Francisco, Calif. 
(22) Machines 


SOLD AND SERVICED THROUGHOUT THE WORLD 





ADDRESSING 


MACHINES 


print their addresses from Index Stencil Cards in which the addresses 
are stenciled at typewriter speed with any standard typewriter. 

56 Elliott Branch Offices are now operating and working with 
2252 Dealers who are successfully selling our new 1954 line of Elliott 
Addressing Machines which range in price from $50 to $500 and in 
speed from 20 to 125 different addresses per minute. 

If you sell typewriters you can sell Addressing Machines. 


THE ELLIOTT ADDRESSING MACHINE CO. 
(99D Albany St., Cambridge 39, Mass. 
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Sure-Rite Western Manager 


American Stencil Mfg. Co. announced 
the appointment of Stanley Aaron as 
western sales manager for eight west- 
ern states. Mr. Aaron has had over 
25 years experience in the duplicating 
and typewriter field including 
training and = su 
Dealers will find him 
cooperative and helpful. 


supply 
many 


sales 


years in 


pers ision. most 


New Desk Manufacturer 


Executive Furniture Co., 2800 Vir 
Wichita Falls, 
formed to manufacture a quality line of 
wood desks and related 
W. Graham, well-known 
cattle man, is head of the company. 
Cornelius M. Herz, for 18 years with 
Robert W. Irwin Co., Grand Rapids, and 


lore 


ginia, Texas, has been 


units. George 


Texas oil and 


recently general 
Furniture Co., 
design and 


manager of Ex 
Oklahoma City, 
manufacture in the 
Don H. Wilson, well-known 


ecutive 
hends 


Hew company, 


Wichita Falls business man, supervises 
sales. The latest high-speed equipment 
has been installed for the most efficient 
production. The company expects to be 
in production early in September. 


Spot Carb Sales Manager 


Bernard Rice, 
president, Spot Car 
New 
York, specialists In 
the Spot 
system of hot 


bon Products, 


Carbon 
wax 
electronic spot ear 
bonizing for the 
graphic arts indus 
try, announced the 
appointment of 
Morris 8. 
as sales and promotion manager. Accord- 
ing to Mr. Rice, Spot Carbon Products’ 
rapid expansion since its inception two 
years ago, necessitates a full time sales 
and promotion coordinator. From a small 


: Morris S. Gorman 
Gorman 





Opening the new 
building of Stand- 
ard Duplicating Ma- 
chines Agency in 
Newton Highlands, 
Mass., which serves 
Boston. L. to r.: Mrs. 
Howard Whittemore 
Jr., Mrs. Sumner G. 
Whittier, Lieut. Gov. 
Sumner G. Whittier 
of Mass.; A. W. 
Vanderhoof, __presi- 
dent, Standard Dup- 
licating Machines 
Corp.; Frank A. 
Mesmer, head of 
the agency; Mayor 
Howard Whittemore 
Jr. of Newton; Alan 
E. Bruce, Standard's 
vice president; Mrs. 
Frank A. Mesmer 
and Mrs. Alan E. 
Bruce. Lower photo 
shows the systems 
display room in the 
new building. 
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WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by Uuungpeeial 


ASK YOUR DEALER 


Imperial 
DESK CO. 
Evansville, indicna 








COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent roiling. 
Made in 7 heights—3 widths. 
Send for Circular 53-0 and 


rices. 
1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, III. 





PROBLEMS 


3 PHONE 


| 1. Safeguarding privacy. 

2. Quieting the office. 
3. Better hearing—noisy 

places. 

HUSH-A-PHONE 
Model for all types 
of phones and dic- 

tating machines. 
Write for Literature 
HUSH-A-PHONE 

65 Madison Ave. 

Rm. 710, New York 16 


SOLVED ——— 








HIGHEST 
OlUr NER é 
PRODUCTS 


NEW ADDRESS 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST., MT. PROSPECT, ILL. 


local operation, their business has grown 
until today it covers the entire country. 
The plant has been enlarged and mod- 
with the latest machinery and 
specially designed equipment for the 
Spot Carbon system as well as complete 


ernized 


facilities binding for 


the trade. 


for printing and 


Y & E Director 

Ralph Robinson, president, 
& Erbe Mfg. Co., Rochester, N. Y., an 
nounced the election of C. W. Schreiber, 
vice president in charge of sales, to the 
directors. Mr. 
Schreiber joined the firm 26 years ago 


Yawman 


company’s board of 
national 
1950 he 


manager. In 


as manager of the accounts 
became as 
1952 he be- 
manager and later 
that year was elected vice president in 


sales division. In 
sistant sales 


came general sales 


charge of sales in which capacity he 


continues, 


Three generations of Hardings (Milo, Tommy 
and James) broke ground for the new home 
of Milo Harding Co., in Monterey Park, 
Calif., just ten minutes on the freeway from 
downtown Los Angeles. Paul D. Rea, contrac- 
tor, and Mayor Phil Marria of Monterey Park, 
also helped. Expected to be completed early 
this fall, the new 3-building plant, on a 2!/- 
acre site, will have over 30,000 sq. ft. of floor- 
space and combine offices, manufacturing and 
assembly of Tempo stencil duplicating equip- 
ment and supplies. 
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Hart to Resume Production 
Hart 


Paul 


Mfg. Co., 2400 Endicott St., St. 
14, Minn., suffered a fire April 6 
which completely destroyed the 
H. E. Holmberg, president, announced 
that a new plant is now under construe 
tion and the company will be back in 
limited production next month. It manu 
factures Hart Stencil and Spirit Dupli 


plant. 


ecators, 


Heads Victor Research 

F. L. West 
dent in charge of the research division 
of Victor Adding Machine Co. ‘‘This 
position has been newly ecreated,’’ said 
Victor’s A. C. Buehler, ‘‘to 
coordinate the growing research activi 


was elected vice presi 


president 


ties that result from our present diver 
sification program. The scope of Vietor 
reached the 
services of a top 
man are required for its proper guid 
ance.’’ Vietor introduced Vic-Dar, the 
Klectrie-Car and the Select-o-matie fea 


research has where 


the full 


stage 


management 


‘SAFEGUARD C 


ture within the past six months and an 
ticipates other new produets at an early 
date. 


Todd Promotions 


Three promotions in the sales plan 
ning and promotion department of Todd 
Co. were announced by L. T. Thomasma, 
L. P. Rinehart 
is manager of commercial sales planning 
MeDaniel is 


manager of machine sales planning and 


general sales manager. 


and development; J. M. 


development, and J. D. Bregar is di 
rector of sales training and education. 
ACEC Licensed by Edison 

Thomas A, 
licensee under magnetie recording rights 
Phila 
delphia, has granted a license as to mag 
Ateliers de 


Charleroi 


Edison, Ine., exclusive 


of International Electronics Co., 
netie dictating machines to 
Constructions Electriques de 
(ACEC), Belgium, manufacturer of 
Dictorel Dictating ACEC’s 
license applies to 13 overseas countries, 
in which Edison will continue to operate. 


Machines. 


SAFEGUARD CHECKSIGNER 


It is with great pride that we introduce to you the Safeguard Checkwriter and the 
amazing NEW Safeguard Checksigner, a perfectly balanced pair of office machines 
that will give you top office efficiency—with a safe lasting impression. Write today for 
additional information on the various all purpose model Checkwriters and Checksigners 


OVERSEAS DIST. — SAFEGUARD INTERNATIONAL 3312 LANCASTER AVE.—PHILA. 4, PENNA., U.S.A. 


FEG 
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CARBON PAPERS 


TYPEWRITER © BILLING *© FAN-FOLD 
PENCIL © CARBON JACKETS 
REGISTER ROLLS 


Office work runs smoother when 
Codo Carbons, Ribbons and Hee- 
tograph Supplies are on the job. 
Codo’s High Quality proves itself 
in sharper, cleaner work and 
longer service. It’s just good busi- 


ness to specify CODO. 


et am CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 
40 E. 40th St. 564 W. Monroe $t. 


Wew York 16, N. Y. Chicago 6, lil. 





Royal Portable Division 

W. H. Beckwith, portable sales man 
ager for Royal Typewriter Co., an 
nounced six changes in his staff of port- 
able representatives: Kenneth is 
Schroeder, formerly at Hartford, Conn., 
was appointed special representative for 
the portable division at the home office 
on a special sales promotional assign 
ment. Franeis L. Hanselman, formerly 
with the production department at the 
factory, took over Mr. Hanselman’s ter 
ritory in Connecticut, Western) Massa 
chusetts and Vermont. G. Walker Ly 
barger, formerly at) Denver, was as 


signed the San Francisco territory. Don 


j} ald bk. Nolan has been chosen to fill the 
| territory vacated by Mr. Lybarger. Mar 
| ion Baker, at San Franciseo since 195], 


was appointed special representative to 


| take over sales education and sales 
| training in the western division. Wood 


son Eugene Towles was appointed port 
able representative in the area which 
has Dallas as headquarters. 


W. H. Beckwith (left), Royal portable sales 

manager, congratulating Ed Peck at the open- 

ing of his new store in Oakland, Calif., on the 

10th anniversary of Peck's Office Appliance 
Co. 
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THE POINTED END 


POINT™ 
IN A JIFFY 


SAVES TIME 


“ KLENZO 


f ’ 
PAPER b 1 
y, WRAPPED : 
BLAISDELL PENCIL CO., BETHAYRES, PX. / 
At all Stationers or write on your letterhead for Free Sample 























L_* 
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PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck ‘Outlook’ Envelopes are absolutely 
opaque, essential when wages are paid 7 check. 
Nothing shows but the employee's name. This im- 

proves personnel relations. 

Send us check you now use and we will submit 
sample Paycheck ‘'Outiook"’ Envelope and prices 
based on your estimated yearly requirements. 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
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LDER 


Controlled Front Feed Stop 
Gives Precision Alignment 


FOR FAST, ACCURATE TYPING 
OF BOTTOM LINE INDEX 
ON ALL VISIBLE CARDS 


10 Card Sizes — $1.85 to $2.30 


Ask Your Visible Systems Supplier 
or write to PALSON MFG. CO. 
280 Main St., Worcester 8, Mass. 


SPECIAL OFFERING 


on REBUILT & ROUGH 
OFFICE MACHINES 


Complete Selection of 


ADDERS, CALCULATORS, TYPE- 
WRITERS, BOOKKEEPING MA- 
CHINES, ADDRESSING EQUIPMENT 


We offer fair prices, guaranteed 
rebuilding, prompt service to users 
and dealers the world over. 


Write Dept. W. ff 

& pf Send for our 
special price 

list today. 


INTERNATIONAL OFFICE APPLIANCES, INC 
326 Broadway, N.Y.7,N.Y H&Anover 2-6700 
Cable’ '‘ADDBOOKAL" 








don't overlook 


13 DIFFERENT 
MARKETS! 


for office equipment and supplies. 





Your export business can and 
should contribute substantially to 
your profits. OFFICE EQUIP- 
MENT EXPORTER 1954 offers 
an effective, lasting means of de- 
veloping these profitable markets. 
As an annual publication, it is re- 
tained and consulted through the 
year by all the office equipment im- 
porters, dealers and specialists in 
these 73 countries and territories of 
the free world. 


ity, 
Ceylon Great Britain lreland Maita South Sea Islands 

Alaska Cyprus Northern Ireland Israel Morocco Sudan 

Arable Denmark Greece Italy Netherlands Surinam 

Australia Egypt Haiti Japan "West Indies Sweden 

Austria Ethiopia Hawaii Kenya New Zealand Switzerland 
Belgium Finland Hong Kong Lebanon Norway Syria 

Belgian Congo Formosa Iceland Liberia Pakistan Tanganyika 


Algiers 


British East Africa France India Libya Philipines Tunisia 

British Guiana French Africa Indo-China Luxembourg Portuguese Africa Turkey 

British Honduras French Guiana Indonesia Madagascar Puerto Rico Union South Africa 
Burma Germany Iran Madeira Islands Rhodesia West Indies 
Canada Gibraltar lraq Malaysia Siam Yugoslavia 


Good agents and dealers are necessary to sell your products abroad. The advertising pages of 
OFFICE EQUIPMENT EXPORTER find new ones for you and remind old ones about the 
advantages of your products. Remember, conditions change drastically over a full year in agent 
relationships, market demand, traiffs, import licenses and trade policy. 


Advertising in OFFICE EQUIPMENT EXPORTER is the one most productive and economical 
way to keep every available outlet in these countries familiar with your company and merchan- 
dise—and ready to take advantage of each new opportunity. 


sna ter etniititanentien OFFICE PUBLICATIONS CO. 


on circulation, moderate advertising rates and 270 MADISON AVENUE 
what O0.E.E. can do for your products. NEW YORK CITY 16, N. Y. 
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Underwood Managers 


Appointment of Ralph R. Briggs as 
New York regional manager of Under- 
wood Corp. with headquarters at 1 Park 
Ave. was announced by J. D. Donovan, 
general manager. Formerly re- 
gional manager at St. Louis, Mr. Briggs 
is succeeded in that post by A. T. Wake- 
lyn, previously branch manager at Green 
Bay, Wis. Replacing Mr. Wakelyn at 
Green Bay is J. A. Sarns, with Un- 
derwood since 1946, 


sales 


Clary Washington Manager 


Promotion of William Wootton to 
manager of the Washington, D. C., 
branch of Clary Multiplier Corp., was 
announced by J. W. Stallings, general 
manager of distribution. Mr. Wootton 
had been assistant branch manager for 
the past year and sueceeds R. W. 
who resigned. 


sales 


Beers 


Apsco Parts Program 


Apseo Produets Ine., Beverly Hills, 
through A. D. Farrell, vice president 
in charge of sales, announced establish- 
ment of nationwide Apsco Authorized 
Parts Depots and an authorized parts 
dealer program to distribute replacement 
parts for maintenance of Apsco Pencil 
Sharpeners, 


Lillian Marcuson, 
New York model, 
who will appear 
in Addo Machine 
Co. ads featur- 
ing electric Ad- 
do-X adding ma- 


chines. 
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soRT()-FILE 


SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


THOUSANDS IN USE For fast hand-sorting of om 


checks, letters, invoices, 
©) business forms or fo docu- 
ments. We make all types from 
tiny desk models to shuttle-carri- 
age machines. Write for illustrated 
miew circulars. 
Yavin Aiwon Weeee Representatives everywhere. 


Associated Industrial Designers 


P.O, Bex 12652, Los Angeles 38, Semtereta 
Plant: (248 East Sixth Stree 
Warehouse: New York, Ch oll 





“SLIP-ON” LABEL HOLDER 





20-1 For |" Ring Books, 25c ea. 
$O-2 For 2"' Rin Books, 35¢ ea 
SO-I'/. For I'/."" Ring Books, 30c ea. 
OFFICE PRODUCTS, INC. 
9925 Freeland, Detroit 27, Mich. 


On Stationery Counters Everywhere 


MANUFACTURERS OF DURALUMINUM 


HOLDERS 


MANY 
STYLES 


MFG. CO., INC. 


P. O. BOX 243 














JUST OUT... 
OUR NEW 


CATALOG 


lor- 1 F-l[feole! 


PLATENS . 
Write for your FREE 
PARTS copy today 


SUPPLIES to 


ba Typewriter 


Equipment Co., Inc. 
IVPCWOES CURIE COR 409 Lafayette <4 
New York 3, N. 























Marchant Ady. Manager 


Joseph W. Lewellen has been ap- 
pointed advertising manager of Mar 
chant Calculators, Inc., it was announced 
by Edgar B. Jessup, president. From 1937 
to 1950 Mr. Lewellen was senior account 
executive with West-Marquis, 
vertising agency in Los 
more recently has 


Inc., ad- 
Angeles and 
been on the execu 
staff of the California Manufae 
Assn. He will be in charge of 
advertising and public relations. 


tive 
turers 


Arnot Jamestown in Canada 


In its 
within 


second major expansion 
two months, Arnot 
Division of Aetna Steel Products Corp. 
acquired 30,000 sq. ft. of manufactur- 
Port Credit, near 
announced by 
vice 


move 
Jamestown 


ing space in Toronto, 
it was Nathaniel D. 
Arnot, president. Production of 
the patented Office-ettes and Partition- 


ettes began there last month. All ma- 


modular units 


plant 


terials used in the 
duced in the 
Canada. 


pro- 


new come from 


J. Francis O’Connor 


J. Francis O’Connor, one of the best- 
known and oldest personalities in the 
American and Canadian carbon and rib- 
bon industry, died at his home in San 
Francisco July 2. A pioneer in the in 
dustry, Mr. O’Connor spread his activi 
ties with numerous companies in world 
scope. He had 
Carbon & 


been associated 
Ribbon Mfg. 
Co. Ltd., Toronto; Columbia Ribbon & 
Carbon Mfg. Co., New York; Decorated 
Metal Mfg. Co., Brooklyn, N. Y. Later, 
after and successfully operat 
ing Pacific Carbon & Ribbon Co., San 
Francisco, he retired from active busi 


wide 


with Peerless 


starting 


ness ago. A man of cre 


ative mentality and unlimited fortitude, 


some yea rs 


he leaves an impressionable mark on the 
earbon and ribbon industry. 





STEEL PERSONAL FILE 


Everybody needs one for important papers like 
receipts, bonds, certificates, credentials, etc. 


File No. 442 is made of 
heavy steel in gray ham- 
merloid finish. Equipped 
with key and strong 
lock that stays closed. 
Inside are 
folders, 
monthly and blank. Size 
10 x 124, x 51." 


letter - size 
alphabetical, 


File No. 445 similar to above but has locked 
compartment in lid with heavy envelopes for 
insurance policies, stocks, bonds, wills, etc. 
Finished in craftsman copper color. 

All files individually boxed; 

packed 6 to carton. 
Get at Dealers or write 
for Prices and Discounts. 


AMBERG FILE & INDEX CO. 
1601 Duane Bivd., Kankakee, Iii. 





BIND your copies of THE OFFICE and save 
time looking for things in past issues. Two 
binders hold the entire year’s issues with 
the complete index in the last copy (June 
and December) in each binder. Send $3 for 
your set of two binders (not sold singly) to 
Office Publications Co., 270 Madison Ave., 
New York 16. 
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Acco Products, Inc. 


Acme Adding Machine Service & Sales Corp. 


Ajax Time Stamp Co. 

Allen Business Machines, ‘Inc., a ¢. 
All Process, Inc. 

Alliance Rubber Co. ; 

Aluminum Seating Corp. 

Amberg File & Index Co. 

American Numbering Machine Co. 
American Stencil Mig aoe 
American Supervisory Conference, Inc. 
Ames Supply Co. ied 
Associated Industrial Designers ...... 
Atlas Stencil Files Corp. 

Autocopy, Inc. ‘ 


Bankers Box Co 
Blaisdell Pencil Co 
Bohn Duplicator Corp. 
Borroughs Mfg. Co 
Bostitch, Inc. , 
Bruning Co., Charles 
Bud Type Cleaner Co 
Burroughs Corp 


Calculator Equipment Corp 
Central Printing Machinery Co. 
Clar-O-Type Co 

Codo Mfg. Corp. 

Columbia Ribbon & Carbon Mfg. Co. 
Copease Corp. .. 

Copy-Craft, Inc. ; 
Cormac Industries, Inc 
Cotterman, !. D. 

Coxhead Corp. Ralph c. 
Cramer Posture Chair Co 


Dewberry eee Co. 
Dick Co., 

Diehl, G.m. +4 fi, Heinrich 
Ditto, Inc. i 


Eagle Pencil Co. .. 

Eastern Corp. 

Elliott Addressing Machine Co. 
Evans Specialty Co. 

E-Z Sort Systems, Ltd. 


Faber-Castell Pencil Co., A. W. 
Facit, Inc. 

Federal Cash Register Co. 
Force & Co., Wm. 

Friden Calculating Machine Co 


Gates Associates 

General Binding Corp. 
Gestetner Duplicator Corp 
Gilbert Paper Co. ; 


Haloid Co. .. 

Hammermill Paper Co 

Hano Co., Philip .. 

Hermetite Corp. 

Hill, inc.. R. O. H. ... 
Hush-A-Phone Corp. ‘ 
Hygienic Phone Service, Inc. .. 


Imperial Desk Co. 

Industrial Shredder & Cutter Co. 

Ink Specialties Co. ..... 

Inserting & Mailing Machine Co. 
Inter-Continental Trading Corp. 
International Cash Register & Parts Co 
International Office Appliances, Inc. 
Invincible Metal Furniture Co, 
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17, 


Kee-Lox Mfg. Co. . 


Laufer Gummiwarenfabrik ..... 
Litho Engineering & Research 


Manpower, Inc. 

Marchant Calculators, Inc. 
Maso Steel Products .. 
Moore, Inc., P. O 

Morris Co., Bert M 
Multi-Counter Mfg. Co 


National Blank Book Co. 
National Business Show 
National Cash Register Co. 
Neubauer Mfg. Co 

Norta Distributing Co 


Office Products, Inc 

Office Publications Co 

Old Town Corp. 

Olivetti Corp. of America 

Armig Organisationsmittal GmbH 
Outlook Envelope Co 


Palson Mfg. Co 

Peerless Imperial Co. 

Pelouze Mfg. Co. 
Pitney-Bowes, Inc. 
Plate-O-Lith Co. 

Plymouth Rubber Co. 
Pres-To-Line Corp. of America 
Print-O-Matic Co. 

Pronto File Corp 


Rapid Roller Co 

Regal Typewriter Co 

Regna Cash Registers, Inc. 
Remington Rand Inc 
Rex-O-Graph, Inc. 
Rex-Rotary Distributing Corp. 
Rising Paper Co. 

Roberts Rubber Co., Weldon 
Robotyper Corp. 

Rogersnap Business Forms . 
Royal Typewriter Co 


Safeguard Corp. 

Saunders Mfg. Co. 
Shredmaster Corp. 

Smead Mfg. Co. 
Smith-Corona, Inc. 
SoundScriber Corp 

Spot Carbon Products 
Stile-Craft Manufacturers, Inc. 


Technygraph Co. 

Thomas Collators, Inc 
Tubular Specialty Mfg. Co. 
Typewriter Equipment Co. 
Underwood Corp. 
Universcity of Wisconsin Press 
Vari-Typer, The .. 
Veeder-Root, Inc. 

Victor Adding Machine Co. 
Vogel-Peterson Co. 

Voice Reporting Co. 


Wausau Paper Mills Co. 

Watts Co., Inc., Alfred Allen 
Weber Label & Marking Systems 
Weston Co., Byron 

Wheeler Insulated Wire Co 
Worden Co. 

World Publishing ‘Co. 


135 
98 


40 
Cover Il 
63 
114 
24 
124 
93 
118 
135 
Cover IV 
43 
79 
26 
101 





Justice for Less Money 


N application of offiee equip- 
ment to reduce the 
legal litigation in the higher 
courts of New York State has 
been suggested by a Temporary 
State which 
that office duplicators be used to 
produce the briefs required to bring 


costs of 


(Commission proposed 


a case before the state’s appellate 
court. At 
including 
that 
and 
margins. 


present a dozen states, 
New York, still demand 
these briefs be set in hot type 
printed on with wide 
expensive and 
might be considered unfair to per- 


sheets 


This is 


sons who have just cause for their 
case being heard but cannot afford 
such faney legal printing. 

The 


eosts of 


that the 
briefs and similar reeords 


commission stated 


could be redueed about $300 if the 
records were produced on stencil or 
offset duplicators, with smaller mar- 
vins and, perhaps, in lesser quan- 
tites than now required. The com- 
mission might have added that the 
requirement of fewer copies would 
reduce the filing expense for courts 
and lawyers alike. 

$v applying scientific office man- 
principles to their work, 
great advances have been taken by 
governmental agencies of every level 
since World War Il. We have not 
heard of too much being done 
to modernize the paperwork of 
our courts. Sometimes legislation is 


agement 


needed to improve legal methods, 
sometimes the courts themselves can 
introduce improvements as in New 
York. We are told that lengthy 
forensic wordage is necessary fully 
to protect all parties and with that 
we can But the words can 
be printed just as legibly by modern 
duplicating processes and 
sy using the appro- 
priate materials, like paper stock 
and inks, records will last as long 
as anyone wants them to. This step 
can put justice on a ‘‘more equal’’ 
basis for all our citizens. 


agree, 


faster 
cheaper, too. 





THE OFFICE 
This month, THE OFFICE 





Is Moving Its Office 


will move its main offices to larger 
quarters at 232 Madison Avenue (corner 37th St.), New York 16. 
With our continued growth in both number of readers and volume 
of advertising, and their increasing requests for the services we 
are always glad to render, all our departments require the addi- 
tional space we will have at our new location. 
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ORDER-INVOICE SYSTEM 
Saves $12,000 A Year 
Cuts employee turnover 

to minimum 
Paint Sprayer Mfr.* 


PURCHASE-RECEIVING 
SYSTEM 


Saves time, $50,000 Yearly 
Aircraft Mfgr.* 


Bi, 


fy 
A If 


ale 


ea 


A 


ray! 


PRETTIEST PROFIT 
PICTURES you've ever 
seen... thanks to 


DITTO. y 
One Writing Systems || 


Investigate the DITTO one-writing 
systems for your company and soon 
you will stop pouring profits into paper 


work. 

With the DITTO —— you write 
one master copy and reproduce ail other 
copies from it. Eliminates retyping, 
proofreading, human errors. Cut pay- 
rolls. Make as few or as many copies as 
you want (cut stationery costs) of 
almost anything you want (no printer 
to 


y). 

et profits in your pocket. Check 
the coupon for the system that most 
interests you. 


*Write for these cost and efficiency studies or in 
others in your field. 





PARTS ASSEMBLY SYSTEM 
Eliminates Errors 
Saves $8,190 Yearly 


Dictating Machine Mfr.* 


DITTO METHOD EASILY SOLVES 
COMPLICATED AUTOMOBILE 
POLICY ISSUANCE SYSTEM 

Saves $108,500 Annually 


Insurance Co.* 


Gentlemen: 
Please send me information on the DITTO 
one-writing systems for 
Order-Invoice CO Back Orders © Acct’s Rec. 0 
Pencil Orders Parts Assembly 0 
Production Orders) Purchase Receiving 0 
Payroli) insurance Hospitals 
Consumer Loan 


COMPANY 
NAME. 
ADDRESS 

CITY. STATE 


DITTO, INC., 2238 W. Harrison St., Chicago, 12, til. 
tn Canada: DITTO of Canada, Ltd., Toronto, Ontarie 




















Use the NEW Underwood “150” Standard 
ye Typewriter... completely new from every 
> 2% angle. 
New Triple Touch Tuning...new Diamond 
’ Set Margins...a new Color Control Keyboard 
...a wide choice of type styles...and other 
. new features. 

We’ll gladly arrange, without obligation, to 
let your secretary try anew Underwood “150” 

on her own work . . . in your own office. 


to improve your 
office operations 





bie =~ 


Use the NEW Underwood Sundstrand 
Adding Machine. New Multi-Flex Con- 
trol, advanced design, plus the famous 
Underwood Sundstrand 10-key Touch 
Method Keyboard, brings you: greater 
cycle speed ... superb quietness ... new 
. : Multi-Flex Bar, for all calculations .. . 
he NEW Underwood Sundstrand Pay- ultiplication made easier and faster... 
easier correction of errors with new 
electric correction key. 


8 2 Riga 
Use ¢ 
roll Machine. Produces the most complete 
yet smallest Pay Statement ever...only 32” 
wide...it eliminates the s-p-r-e-a-d type 
statement form. 

It simultaneously and automatically se- 
lects earnings and deductions registers 
while listing amounts vertically on the 
Pay Statement and horizontally on the 
Employee’s Earnings Record and Journal 
(columnar form). 


Automatic controls print everything awe 
automatically ... without any attention Underwood “‘150” Standard Typewriter..the NEW 


from the operator. Underwood Sundstrand Adding Machine..the NEW 
Underwood Sundstrand Payroll Machine 


Underwood Corporation { Name 


Typewriters ... Adding Machines . .. Accounting Title 

Machines...Carbon Paper ...Ribbons...Punched 
Card Equipment . . . Electronic Computers Company. 

One Park Avenue Underwood Limited 

New York 16, N.Y. Toronto 1, Canada Address. 


Sales and Service Everywhere , tp 


Underwood Corporation 
One Park Avenue, New York 16, N. Y. 
Please send me complete details on the NEW 








